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This project presents a faculty handbook prepared for the staff
at Tahoma Junior High School in Maple Valley, Washington,
was designed with two main purposes in mind:

The handbook

1) to establish two-way

communication among staff members as well as staff and administration;
and 2) to render the educational process more efficient.

The handbook

includes fifteen major sections dealing with such topics as duties,
rights and responsibilities, school policy and procedures, evaluation,

)

and scheduling.

It also includes copies of the forms a teacher will

be confronted with through the school year.
It was found that a handbook is a credible instrument if used
cooperatively by both staff and administration.
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Chapter l

BACKGROUND OF STUDY

Introduction

There are many ways in which intraschool communication is
organized and utilized for the development and maintenance of good
educational programs.

Among the tools utilized are pupil handbooks,

school newspapers, bulletins, intercom systems, and a variety of
methods used in faculty meetings.

Perhaps one of the most effective

is the use of the Faculty Handbook.
Tahoma Junior High School is the only junior high school in
the Tahoma School District system.

)

The Tahoma School District is

located in Maple Valley, Washington, and is a member of Educational
Service District 110.

The junior high building houses 490 students

in the seventh and eighth grades and a faculty of 24 certificated
faculty and three classified staff.

Tahoma Junior High School is a

unique facility in that it is a combination of the old and new,

The

main building built in 1926, has three floors where the majority of
classrooms are found,

The library, the auditorium, and the cafeteria

are also located in the main building.

The science and industrial arts

wings were built during the late l9S0's and are one story structures
situated next to the main building,

Located in a large complex to

the extreme east side of the junior high campus are the bandroom and
gymnasium,

l
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Problem

Because of the size of the junior high campus and facilities,
a serious communication problem developed among the faculty as the
junior high school enrollment continued to grow ,

The lack of good

school communication led faculty members to build their private individual methods and ideas about building or district policy, and each
faculty member b e gan to operate in his/her little world.

Intrastaff

problems began to develop as faculty members began to have conflic ts
over simple, basic school policies.

This gave rise to poor faculty

morale, creating a building of less effectiveness in the educational
process.

Pu rpose of the Pro j ect

)

The project, Faculty Handbook, was conceived by a new administrative team who wanted a tool or instrument to act as a reference
point for all faculty members,

The Faculty Handbook was designed for

the seventh and eighth grade building by an administrative team of
Mr. Don Tirk, building principal, and the present writer acting as his
administrative assistant.

The hours and pages put forth in the Faculty

Handbook had one purpose in mind, to make the junior high building and
staff operate with harmonious efficiency,

It is believed the Faculty

Handbook has served this purpose and has provided an excellent refer~
ence tool for the building faculty members and administrators.

Procedures in Developing Pro j ect

J

The need for a unifying factor or instrume nt was felt by both
members of the team, but neither spoke to the other of developing such
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an instrument,

Each was concerned with the past performance of the

staff and with the low morale factor in the building.

The Faculty Hand-

book developed as an offspring from another handbook that we had been
using in our district, the student handbook,

While discussing the

upgrading and improvement of the student handbook, the present writer
casually mentioned that it might be wise to construct a Faculty Handbook
to help a floundering staff.

That one comment brought about a lengthy

discussion on its value to our needs.

It was decided that such a

handbook was exactly what was needed.
The problem of creating such a book was another matter.
method would be used to construct the book?

Who should be involved?

What time limits should be placed on using such a book?

What type

of materials would be needed to make the handbook effective?

)

What

The

most important question to be answered was, would the staff accept
such a book?

And, if they rejected it, what then?

With these questions and others that followed, it was decided
to go ahead and construct a Faculty Handbook.

The method for building

such a handbook required the authors to be inventive, creative,
efficient, and effective.

It was autocratically decided that the

burden of construction belonged with the handbook creators.

Making

it a working tool of the faculty would be a problem to be faced later.
The first step of construction was the most critical, what
should the contents include?

After much research of Faculty Handbooks,

we found that the use of such a book was really nonexistent,

Therefore,

it required creativity on the part of the authors to develop a tool
which would specifically meet the building and faculty's needs.

It
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was decided to be complete in all areas that directly affected the junior
high building and district policies.

From that decision it was simply

a matter of breaking down into related topics of detail.

By brainstorm-

ing, all content ideas were listed and weighed for their value or
nonvalue.

As can be seen in the appendix, the finished copy has 15

topics listed in the Table of Contents with many sub-topics giving
support.
The next step of construction was actually mechanical in nature,
that of collecting or designing materials that could possibly fit into
a specific topic as listed in the Table of Contents.

This initial step

of data gathering involved many people, the building secretary, librarian,
counselor, district secretary, custodians and outside agencies such
as the fire department and insurance companies.

)

After the collection

process was completed, the decision of what to include and what not to
include had to be made.

One common denominator was used in the decision

process . . . would this particular item make the junior high building
or the junior high staff more efficient?

The more positive items were

included in the handbook while the negative were discarded.
The procedure for developing desirability of the Faculty Handbook on the part of a very individualistic staff was easier than anticipated.

At the opening of the school year, the first faculty meeting

had one item placed upon the agenda, the Faculty Handbook.

It was

simply explained that the book was designed for all staff members, from
the first year teacher to the twenty year veteran.

Its purpose was to

place everyone on the same level of knowledge and responsibility for
building and district procedure and policies.

)

From the guidelines set
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forth in the handbook, all staff members were expected to follow the
proper procedure.
that procedure.

It was the faculty member's responsibility to know
This proved to be the interconnection needed by the

junior high staff.

No one staff member could now defend himself/

herself with the excuse of not knowing,

No one staff member could now

escape his/her responsibility as an educator to fulfill or meet the
demands expected by the administration or fellow staff members,

The

Faculty Handbook was accepted and proved to be the bonding agent which
brought into line divergent views of policy, and as a result fostered
cohesion between the staff members themselves, between staff and
administration, but also unexpectedly, between the staff and students.
To sum up the process of developing acceptance of the Faculty Handbook,
it can be said the faculty in the junior high building accepted the
handbook by themselves rather than the administration unilaterally
imposing it upon them.
The actual construction process of putting the Faculty Handbook
together took three years to complete.

After the handbook was placed

into actual service, it went through a trial and error process over
that three year period.

It has had many additions and deletions; the

adjustments made were suggestions by both faculty and the administration with the thought of making the handbook more effective and thus
making the people involved more efficient.

As the handbook exists

today, it is complete and now only needs to be changed with the yearly
policy and schedule changes,

This is easily accomplished by the office

secretarial staff in preparation for the opening of the school year.

Chapter 2

REVIEW OF THE LITERATURE

The research literature available on developing a Faculty
Handbook, sought for review by the author, was nonexistent.

Neither

a reference which specifically focuses on topics to be included in a
handbook, nor an actual handbook for practical use in schools could be
found.

The reason, it was felt, is that because each school situation

and each faculty differs in makeup, attitude, skill and need, it would
be impossible and inappropriate for one person to publish one handbook
to be used by all schools and all faculties.

What is more appropriate,

it was felt, would be to focus on factors in the school system which
would call for the use of a Faculty Handbook.

The purpose of this

chapter is to summarize literature reviewed which dealt with those
factors.

Orientation/In-service

Every school district needs a comprehensive, continuing program
of orientation and in-service for its staff, new and experienced.
A new employee must have complete knowledge of the conditions
of employment.

Many questions, of course, are answered during the

course of interview and hiring, but many more will develop as a result
of the signing of a contract,

A new, unsure, perhaps shy teacher might

feel too self~conscious or conspicuous to ask a question such as, "Where
6
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do the teachers eat?" or "How do I check out a projector?"

For those

who've worked in the school for a while it is easy to assume that a new
employee will automatically know the answers.

But he/she doesn't, and

they are not learned through osmosis.

The answers must be provided,

in some form, by those who know them.

Lovell and Wiles (14:237) cite

an example in which a new teacher was not given any information about
when, where, or how he would be paid,
received no check.

The first month went by and he

After a few days his financial condition was becom-

ing critical so he made some inquiries.

He was referred to the central

office where he discovered that his check was being held because he
had not produced or signed certain papers.

When he asked why he had

not been told about this, the secretary replied, "Oh, we knew you would
come around when you became sufficiently interested in getting your
check,"

All this could have been avoided if the new employee had

been informed.

If a Faculty Handbook including such information, had

been made available to him, a lot of worry, frustration and embarrassment could have been spared.
Evans and Neagley (9:7) conclude that many problems would be
sowved before they arise if a comprehensive teacher orientation
program is initiated by an alert supervisor,
a valuable part of the orientation program,

A Faculty Handbook can be
Evans and Neagley (8;237)

further say that copies of the Faculty Handbook should be given to the
new teachers, not at the beginning of the school year when there are so
many other concerns, but at the beginning of the summer so it can be
assimilated prior to the opening of school,

Should a teacher be hired

during the summer, he/she should receive a copy upon signing a contract.

8

For the experienced teacher, the Faculty Handbook would serve
as a continuing orientation tool.

As policies change, as state laws

are enacted, and as services are increased, this teacher, too, must
be informed.

According to Dwight and Kline (6:709) at least twenty

percent of an experienced teacher's professional time must be spent on
his/her own in-service education as change accelerates and new roles
develop.

This time could be put to better use if the portion of in-

service dealing with updating knowledge on the basic workings of a
program could be gotten through an information source such as a
Faculty Handbook.
Organization/Coordination of Program and Personnel
The major goal
youngsters.

)

of a school system is the education of

To achieve this, good facilities, qualified teachers,

adequate supplies and equipment, community interest and support are
necessary, and a principal who plays his role as an educational leader
is crucial.

Anderson and Van Dyke (1:25) describe leadership as a

"matter of enlisting and coordinating the efforts of members of a
group to accomplish the purposes of the group,"
Too often, however, teachers operate as individuals rather
than as a group.

House and Lapan say:

Teachers operate as best they can in isolation.
In
fact, the very issue of teacher performance tends to block
communication and impede solidarity among teachers. Few
know how well they are doing, so why expose their problems
to their colleagues? (12:22)
The goal, it seems, would be to organize the school program
in such a way that the stafi, teachers and principal, works as a
team.

In researching the use of teamwork to improve organization

and production, Mahan found that:

9

Members of groups who are strongly committed to common
goals, who enjoy high peer-group loyalty, who express favorable attitudes between superiors and subordinates, and who
demonstrate a high level of skill in interaction can clearly
achieve far more than the same people acting as an aggregation
of individuals,
(15:51)
If a team is to be organized, a framework is necessary,
Central to the framework is boundary, a concept which Richardson (19:16)
says will help the team members examine independence and interdependence.
According to Lovell and Wiles (14:74), it is the responsibility of the
official team leader to make clear those boundaries.
Marks, Stoops and Stoops discuss several factors or characteristics of an organization which are essential if it is to function
efficiently as a team:
*l.
*2.
3.

)

*4.
*5.
*6.
*7.

Strong, resourceful leadership
Clearly defined responsibilities
A staff which has been carefully selected, educated, trained,
and assigned
Methods which have been standardized to reduce redundancy
An accurate, adequate, and reliable record-keeping system
An efficient information retrieval system coupled with twoway open channels of effective communication
An atmosphere of high morale and its concommitant, cooperation
(16:146).

Those characteristics which are starred are emphasized because they are
the factors which can be promoted through the adoption of a Faculty
Handbook.

The development of a policy handbook should be initiated,

according to Marks, Stoops and Stoops, because:
Such a handbook exerts a stabilizing effect upon the organization, serves as a guide to performance, and provides a standard
against which to measure accomplishment.
It is at once the
provider of goal and direction for the supervisorysystem.
(16:92)

10
Communication

A communication system exists in any situation which brings
two or more persons together, be it a family, a company, or a school.
Communication is a fundamental necessity:

it is through communication

that information, feelings, ideas, and beliefs are transmitted.
Quality of communication is a major factor in the operation
of all human organizations, including schools,

If there is to be

cooperative effort, interpersonal influence, goal determination, and
achievement of human and organizational growth, positive communication
must exist, according to Lovell and Wiles (14:82).
Unfortunately, many schools suffer from poor communication at
one or more levels.

Hyman (13:159) points out that effective communica-

tion depends on mutual trust, mutual confidence, and mutual empathy.
Yet, in too many schools, teachers distrust principals, principals
distrust teachers, teachers distrust teachers; confidence is lacking;
and neither teacher nor principal has the capacity for participating
in the other's feelings or ideas.
Evans says, "The position an individual occupies in a communication pattern influences his behavior while he occupies that position"
(9:28).
When a teacher feels excluded, insignificant, and inferior
to the principal, the position occupied in the communication pattern
or system is not comfortable so his communication will be hampered.
When a teacher feels included, significant, and knowledgeable of
the school's workings, the position occupied in the communication

11

system is comfortable.

As a result, confidence, trust and empathy are

likely to evolve, and communication becomes effective.
Since communication must be effective if a school is to
succeed at its tasks, the key person in developing a communication
system in which all teachers feel significant and informed must be
the principal.

An expedient means for doing this would be through a

Faculty Handbook.

To quote Aristotle, "It is not enough to know what

to say; it is necessary also to know how to say it."

A handbook would

transmit information and develop perspective, giving both principals
and teachers a clear view of how the parts make up the whole.

This,

in turn, would help keep open and effective the communication system.

School Climate

)

According to the Association for Supervision and Curriculum
Development (2:130), the management and communication of information
is essential to morale, progress, and professional growth of teachers.
Marks, Stoops and Stoops (16:168) furthered this idea when they say
that feelings of confusion, unfairness, and favoritism are likely to
exist when teachers are not provided with clear information.

Such

beliefs are devastating to good human relations and morale.
A Faculty Handbook would serve as a means for eliminating
confusion, favoritism, poor morale and ill will, by putting information which might be unclear or easily distorted into writing.

Marks,

Stoops and Stoops say:

\
)

The supervising principal should take the lead in
ing the teacher's handbook containing major policies.
handbooks help human relations and should be available
teachers in the school system.
Such a handbook should
sections concerningt

develop...,
Such
to all
include

12
1,
2,
3,
4.
5.
6,
7,
8.
9,

School system organization and point of view
Assignment specifications
Auxiliary services
Specialized instructional services
Student management
Management of forms, supplies, and equipment
Certified personnel policies
Special services
Professional responsibilities and ethics (16:168)

Transmitting information in written form as a base for fostering
positive school climate can be seen in an example cited by Crosby (5:126).
It seems a director of elementary education in a large city school system
was concerned with problems of human relations and communication.

He

was of the belief that teachers want to be informed, that they need to
know factors underlying administrative decisions, so he began to produce
and distribute to each staff member, a monthly bulletin which reported
events and gave information.

After several months he solicited

anonymous evaluations of the bulletins.

The responses were enthusiastic.

According to Evans and Neagley (9:28), the behavior of a group's
members toward an individual is affected by the credibility of that
individual as a source of information.
cited above.

This can be seen in the example

Though not a handbook, the bulletin provided information

in a similar form, information much appreciated by the teachers.
Elliott and Sergiovanni (7:100) maintain that such teacher
characteristics as loyalty to staff and school, high performance goals,
high commitment to the school and its students, and favorable attitudes
toward administrators, are influenced, in part, by the components of
organizational structure,

One component of the organizational structure

could be a Faculty Handbook,
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OWens and Steinhoff (17;61) cite four factors essential for
the maximization of school climate (Figure 1);
people and structure,

tasks, technology,

Each differs from time to time and from organiza-

tion to organization; they are highly interactive, each tending to
shape and mold the others,

Technology

Task

<

!

➔

Structure

People

)
Figure 1.

School Climate Interaction Factors

Again, a significant part of structure would be the Faculty Handbook.

Accountability

The Bureau of Curriculum Development and Evaluation of the
Pennsylvania Department of Education (3:22-23) did a three year study
of nearly 600 different high schools to establish major factors which
could be used for assessing the quality and accountability of a parti~
cular school program,

Twelve factors were arrived at, four of which

can be related to the credibility of a Faculty Handbookr,
1.

A continuous and planned program of communication (a sign
that a school is desirous of creating positive communication
relationships).
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2.

3.

4.

A clearly stated philosophy and educational objective
(the basis upon which the educational program grows and
develops).
A program for staff growth and development (to keep staff
members informed of and familiar with new educational
and management ideas, methods and media).
Student enthusiasm for the school program, both curricular
and cocurricular (_a by ..product of an informed, cohesive,
involved staff) •
(3: 22~23)

Granite (10;183) places the responsibility for accountability
with the administrator whose obligation it is to make possible job
performance.

Of necessity is the clear definition of the nature of

the job, as well as the sources of information necessary to accomplish
it.

According to Browder (4:35), there is no single "best" approach to

accountability that would hold for all cases, but it is possible that
a Faculty Handbook could be helpful to whatever approach is selected.

Summary

The preceding was drawn from research literature in support
of the development of a Faculty Handbook for use by school staffs.
The author does not wish to insinuate that a handbook is a cure-all
for every problem a school might have, but it can serve as a partial
solution to such problems as poor communication, low morale, lack of
organization/coordination, poor orientation, and poor accountability.
Should a principal consider developing a handbook, there are
two major considerations which must be made:
handbook amendment.

handbook format and

The form a handbook takes is an individual

matter dependent on the school situation and staff makeup,

It may

be general in nature or so detailed that it provides exact methods
for accomplishing nearly every task,

_)

It is the job of the principal

15
to find a medium suitable to his/her situation.

The handbook should

be developed in such a manner that its goals and operations are understandable, yet not be so specific that it stifles the independence and
creativity of the teachers charged with putting it into practice.

This

idea is supported by Heald and Moore (11:231) in their discussion of
policy development.
Finally, once a handbook is developed, provision for amending
it must be made.

Policies will continue to develop or change, and

the handbook becomes useless unless kept up~to-date,

Marks, Stoops

and Stoops (16:97) emphasize that the school's organization should
be appraised continuously and should be revised in light of the appraisal
so that the system does not stagnate,

such revision or amendment should

not take the form of bombarding teachers with bulletins to be added

)

to the Faculty Handbook.

As Prater (18:136) says, when bulletins are

overused, they lose their effectiveness.

A notebook provides an organized

means for filing for reference selected additional or new information
which is deemed appropriate for the Faculty Handbook.

_)

Chapter 3

RESULTS OF STUDY

The Faculty Handbook was designed by a young administrative
team with the purpose of developing a more efficient method of communication and to develop a reference tool stating building and
district policies.

Physical Results

The physical result is the actual Faculty Handbook containing
fifteen topics with multiple sub-topics listed under each.

It is a

book adopted by the junior high building as a working reference.

It

contains information that all administrators, fauclty members, and
classified employees need to know to operate in the physical setting
of the junior high building.

Each faculty member is assigned a copy

of the Faculty Handbook and i t is kept by the staff throughout the
school year.

At the end of the school year the handbook is checked

in for needed deletions and additions in preparation for the coming
year.
A complete copy of the Faculty Handbook is present as an
appendix to this report.

Functional Results

The functional results of the Faculty Handbook far out
number the physical.

J

It serves as a reference book in which all school

16
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functions are related.

The handbook serves as a guideline for school

rules and regulations giving each faculty member a set prescribed
course of action to follow.

It may serve as an informational source

when the unknown is discovered concerning various policies.

It has

functioned as an instrument to help the weak teacher become a more
productive educator.

The list of positive functions can go on,

but one of the more encouraging is that the Faculty Handbook as used
by the Tahoma Junior High building is now being used as a model by
other buildings.
The most effective result of the Faculty Handbook is related
to the improved efficiency developed within the building.

The handbook

has provided an instrument of communication in which rights and
responsibilities are published.

This enables staff members to function

within set guidelines, yet at the same time allows for individualism.
The efficiency of the educational process is also improved by having
set standards that are published, because throughout the school year,
evaluations to measure individual worth and achievement can be made.

Chapter 4

SUMMARY AND RECOMMENDATIONS

Summary

The Faculty Handbook is a product that was made, from an
administrative viewpoint, as a tool to improve the educational processes within a junior high school building.
was constructed to serve a need.

Quite simply, the handbook

Before the handbook became a working

tool in the building, the staff could be described as a group of
individuals, some floundering with little direction, some cliqueish
with their own set of ideas, and many others developing patterns that
tended to break down the lines of communication and thus educational

)

efficiency.

Efforts to improve the situation were made by students,

faculty members, and administrators, but a state of confusion existed
as to which direction to take to implement building procedures and
policy.
Once the Faculty Handbook was adopted and became a working
tool, the conflicts, doubts, and individual means of accomplishment
gave way to a more unified, positive approach for handling the mundane
tasks of the educational milieu.

The administration and faculty staff

began to see a transition from a disjointed staff to one which functioned
as an efficient teaching unit.

With the administration setting the

example, the expectations and performance o~ the faculty came into
juxtaposition with the procedures and policies set forth in the handbook,
18
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The value of the handbook can best be seen in the daily
operations that take place within the junior high school,

Lines of

communication are now open, and staff members are sharing their
educational tasks.

Staff and administration have a common reference

tool to rely on when conflicts arise.
efficiency.

This has made for greater

The Tahoma Junior High School staff has become a

harmonious teaching unit with common goals and objectives in sight,
building on past accomplishments.

Recommendations

The personal recommendation of this author to use or not use
a Faculty Handbook is one of reservation.

Only if an administrator

has a staff in need of concrete guidelines, and only if the administrator

)

is willing to enforce those guidelines is a Faculty Handbook credible.
The key to successful use of such a handbook is for the guidelines to
be used and followed, and for the administrator in charge to set an
example and make use of the handbook himself/herself.
cannot exist.

A double standard

A faculty member must feel confident that the adminis-

trator is supportive in matters relating to the staff member's use of
the handbook.
If a building staff is functioning cooperatively, and the
educational process is progressing positively with achievements being
made, perhaps the Faculty Handbook would not be necessary,

It is

recommended, however, that a handbook would still have value in such
a system.

It might serve as an information source.

For example, a

newly hired staff member would find it helpful in adjusting to .. a new
)
J
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working environment; a parent of the district would find it helpful
in learning about procedures on policy relating to a particular interest;
and in the event of an administrative change, both faculty and new
administrator should find the transition period smoother.
A final comment on the use of a Faculty Handbook by an administrator is for the administrator to take nothing for granted when the
handbook is used as a working instrument.

The administration will need

to constantly remind faculty members to follow correct outlined procedures and policies when deviation occurs.

If poor example or weak

authority exists, a laissez-faire attitude most likely will develop,
and the effectiveness of a Faculty Handbook will diminish to the point
of worthless paper.

The administrator must set the example and the

tone for the acceptance of the building's handbook and its usefulness.

}
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TAHOMA JUNIOR HIGH SCHOOL
BELL SCHEDULE
Teachers' Day begins at 8:18 a.m.

Warning Bell

8:43 a.m.
8:48

9:34

First Period

(46 minutes)

9:34

9:39

Class Break

(

9:39

10:25

Second Period

(46 minutes)

10:25-- 10:30

Class Break

( 5 minutes)

10:30-- 11:16

Third Period

(46 minutes)

5 minutes)

Lunch B

Lunch A

)

11:16-- 11:46

Lunch (30 minutes)

11:16--11:21

Class Break (5 min.)

11:46-- 11:51

Pass to Class (5 min.)

11:21--12:07

Fourth Period (46 min.)

11: 51-- 12:37

Fourth Period (46 min.)

12:07--12:37

Lunch (30

12:37-- 12:42

Class Break (5 min.)

12:37--12:42

Class Break (5 min.)

12:42--

1:28

Fifth Period

(46 minutes)

1:28

1:33

Class Break

( 5 minutes)

1:33

2:19

Sixth Period

(46 minutes)

2:19

2:24

Class Break

(

2:24

3:10

Seventh Period

(46 minutes)

min.)

5 minutes)

Bell Programming
8:43
8:48
9:24
9:34
9:39
10:15
10:25
10:30
11:06
11:16
11:21
11:46
11:51
11 : 57
12:07
12:37

12:42 Fifth period begins
Warning Bell
School day begins bell
1:18 Shop/gym warning bell
1:28 Shop/gym period 5 ends
Shop/gym warning bell
Shop/gym period 1 ends
1:33 Sixth period begins
2:09 Shop/gym warning bell
Second period begins
Shop/gym warning bell
2:19 Shop/gym and period 6 ends
2:24 Seventh period begins
Shop/gym period 2 ends
Third period begins bell
3:00 Shop/gym warning bell
Shop/gym warning bell
3:10 Dismissal
Shop/gym third period ends
3:17 Building clearance bell
Period 4 begins for Lunch B
3:30 Building clearance detention bell
Warning bell Lunch A
Fourth period bell Lunch A
Shop/gym warning bell
Shop/gym Lunch B
Shop/gym period 4 ends, Lunch A and end of Lunch B
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TAHOMA JUNIOR HIGH SCHOOL
LUNCH SCHEDULE

LUNCH A
Room 200

Green

Room 201

Tirk,

Room 202

Allie

Room 203

Brown, Lee

Room 204

Bohn

Room 207

Lawrence

Room 209

Brown, Leah

Room 300/gym

Buckner

Room 300/gym

Chissus

Room 100

Prato

Room 101

Finnerud

s.

LUNCH B
Library

L'Amoureux

Room 301

Marangon

Room 302

House

Room 303

Groseclose

Room 304

Bedard

Room 305

Beck

Room 400

Rothlisberger

Room 401

Peterson

Room 402

Pygott

Room 102

Dawson

1978-9

TAHOMA JUNIOR HIGH SCHOOL
Teachers
Room 202
Allie
Room 305
Beck
Room 304
B~dard
Room 204
Bohn
Room 209
Brown , Leah
Room 203
Brown, Lee
Room 300/Gym
Buckner
Room 300/Gym
Chissus
Room 403/102
Dawson
Coun. Ctr.
Esmoris
Room 101
Finnerud
Room 200
Green
Room 303
Groseclose
Room 302/Gym
House
Room 406
Hudson
Room 205
Jonson
Library
L'Amoureux

SCHEDULE OF CLASSES 1978-79

Grades 7 and 8

Period 1

Period 2

Period 3

Period 4

Period 5

Period 6

Period 7

Conference

Geoqraphy 7

Math 8

Math 8

Math 7

Math 8

Math 8

u. s.

u.

u.

English 7

Geography 7

Conference

u.

Geography 7

Geography 7
Geography 7
Basic Art 8
------Art Worksho_p 8 English I
7

Hist. 8

S. Hist. 8

S. Hist. 8

Geography 7
Basic Art 8
---- - - Art Workshop 8

Conference

Geography 7

Conference

English I

Special Ed.

Special Ed.

Special Ed.

Alqebra 8

Math 8

Conference

Phys. Ed.

Conference
Ind. Crafts 7
--- - -Ind. Crafts 7

Phys. Ed.
Ind. Arts
Ind, Arts

-

7

English 7

Special Ed.
Media 8
Conference
Media 8
Phys. Ed. 8/
7
Phys. Ed. 7
Health 8
Phys. Ed. 8/
7
Phys. Ed. 7
Health 8
III 8 Ind. Arts III 8 Photo 8
- - ------ -------III 8 Ind, Arts III 8 Photo 8

--- -- - --

--- -- -- -

S. Hist. 8

Geographv 7
Eng lish 7

Conference

Resource 7

Resource 8

Drama 8
Phys. Ed. 8/
Health 8
Phys. Ed. 8/
Health 8

Math 7
Phys. Ed. 8/
Health 8
Phys. Ed. 8/
Health 8

Algebra 8
Phys. Ed. 8/
Health 8
Phys. Ed. 8/
Health 8

Stagecraft 8

Conference

Ind. Crafts 7
rl nd-:- C"raffa,- - -

Counselor
Home and Family Home and Family _g_r..:_ £0£k~x_ ?_ _ Home--Farn. I 8
--- -- --Life II - III 8 Life II --III 8 Cr. Cookery 7
Home--Fam. I 8 Conference

-Horne--Fam.
- - - - -I - 8Home--Fam. I 8

_g_r..:.. f_o£ke~ 7..._ _ _
Cr. Cookerv 7

Math 7

Conference

Math 8

Lit/Speech

English 7

Phys. Ed. 7

u. s.

Reading Lab 8

Hist. 8

Reading Lab 7

Science 7

Math 7

English 7

Science 7
Science 7
Literature I 7
-------Speech I
7
Enqlish 7

English 7

Conference

Journalism 8

U.S. Hist, 8

A. A.

u. s.

Conference

Cadet Band 7

Concert Band 8

Reading Lab 7

Reading Lab 8

Reading Lab 8

Conference

Hist. 8

Reading Lab 8

Librarian
w
w

-

..__.

TAHOMA JUNIOR HIGH SCHOOL SCHEDULE OF CLASSES 1978-79 (cont.)

Period 1
Teachers
Room 207
Lawrence
~ath 8
Room 301
Marangon
k n g lish 8
Room 206
Mathewson
/English II 8
Room 401
Peterson
l:,cience 7
Room 100
l:,12_ecial Ed.
Prato
Room 402/403/ p:nd. Ed.
P_ygott
trv and v 8
Room 400
Rothlisbe r ge r ~hys. Ed. 7
Principal's Of fjp rincipal
Tirk, Don
Room 201
~ us. Appr. 7
Tirk, Suzanne ~ us".-Ai2°p;.-7 Room 206
Wimbush

Period 2

Period 3

Period 4

Period 5

!Period 6

Period 7

Math 7

Math 7

Math 7

Conference

!Math 7

Math 7

English

U,

I Enblish

8

!English 8

s.

Hist. 8 !Conference

U. S. Hist. 8

English II 8

English II 7

Conference .50

Science 8

Science 8

Science 8

Science 8

S1?_ecial Ed.
Ind. Ed.
I and II 7

Special Ed.
! Special Ed.
.!_n~. _Ed. _ I.!_I_ 7t ind. Ed.
Ind. Ed. III 7 I and II 7

S_Eecial Ed.

S12_ecial Ed.
!Conference
Ind. Ed. I-II 7 1Ind. Crafts 7
Ind. Ed. I-II 7 Ind. Crafts 7

Science 8

Conference

Conference

I Science 7

Science 7

Science 7

Science 7

Conference

Science 7

!Girls' Choir 8

Boys' Choir 8

Mixed Choir 8

Conference

Boys' Choir 7

Girls' Choir

English 8

En_g:lish 8

Conference .SO I English 8

w
,I>,
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TAHOMA JUNIOR HIGH SCHOOL
ROOM ASSIGNMENTS

)

Allie

202

Beck

305

Bedard

304

Bohn

204

Brown, Leah

209

Brown, Lee

203

Buckner

300/gym/library classroom

Chissus

300/gym/library classroom

Dawson

403/102/402

Esmoris

Counseling Center

Finnerud

101

Green

200

Groseclose

303

House

302/gym

Hudson

406

Jonson

205

L/Amoureux

Library

Lawrence

207

Marangon

301

Mathewson

206

Peterson

401

Prato

100

Pygott

402/403/102

Rothlisberger

400/gym

Tirk,

s.

Winbush

201
206
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TAHOMA JUNIOR HIGH SCHOOL
STAFF ASSIGNMENTS 1978-79

Mr. Alan Allie

Math, Geography

Mrs. Vicci Beck

U. S. History, Geography, English

Mr. Paul Bedard

Geography

Mrs. Barbara Bohn

Basic Art/Art Workshop, English, English I

Mrs. Leah Brown

Resource Room, Self-Contained Special Ed.

Mr. Lee Brown

Math, Algebra, Media Ed., Drama, Audio-Visual

Mrs. Norma Buckner

Physical Education, Health

Mr. Terry Chissus

Physical Education, Health, Building Athletic
Chairman

Mr. Les Dawson

Industrial Arts and Crafts, Photography,
Stagecraft

Mrs. Carlotta Esmoris

Counselor

Mrs. Claudia Finnerud

Home Ee., Creative Cookery

Mr. John Green

Science,Math

Mrs. Marya Groseclose

English, Literature, Speech

Mr. Jerry House

Phys. Ed., Health, U. S. Hist., Journalism,
Adm. Assistant

Mr. Bruce Hudson

Concert Band, Cadet Band

Mrs. Kathy Jonson

Reading Lab

Mrs. Barbara L'Arnoureux

Librarian

Mr. Ron Lawrence

Math

Mr. Gene Marangon

English, History

Mrs. Liz Mathewson

English I and II

Mr. Gary Peterson

Science, Math

Mr. Mike Prato

Learning Lab

Mr. Calvin Pygott

Industrial Arts

Mr. Dick Rothlisberger

Science, Physical Education

Mrs. Suanne Tirk

Choir, Music Appreciation

Mrs. Lynda Wimbush

English

37
TAHOMA JUNIOR HIGH REQUEST FORM

Name

--------------------- ---

What keys do you need?

Date

Room

Any special furniture needs?

Any special equipment?

Any materials not ordered through regular channels?

Other needs?

J
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TAHOMA JUNIOR HIGH SCHOOL
EMERGENCY HEAD COUNT

TEACHER

DATE

SUBJECT

PERIOD

GRADE 7

GRADE 8

If you have a split group of seventh and eighth graders, separate the
head count by grade.
This check is designed to determine the actual number of students present
in the building at a given time.
Count only those under your supervision
at the time of the count.

)

TAHOMA JUNIOR HIGH SCHOOL
EMERGENCY HEAD COUNT

TEACHER

-------------------

DATE

SUBJECT

-------------------

PERIOD

GRADE 7

GRADE 8

If you have a split group of seventh and eighth graders, separate the
head count by grade.
This check is designed to determine the actual number of students present
in the building at a given time.
Count only those under your supervision
at that time.

\

/
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TAHOMA JUNIOR HIGH SCHOOL
SCHOOL INSURANCE

Dear Students:
Please take this insurance envelope home. Parents who wish to
purchase insurance should fill it out completely and enclose a
check payable to EMPIRE INSURANCE for the exact amount. The
school will not be able to accept cash or a check made payable
to the school due to a change in the bookkeeping procedures.
The purchase price for the coverage plans is as follows:

School-Time Plan

$8.00

24-Hour Plan Including
Skiing

22.00

Junior High Football

10.00

Dental

2.50

$2,000,00 Life Policy

9,00

Dear Parents:
This insurance application from Empire Insurance Company outlines
coverage for the various activities. The school is not the agent
company. We only offer the service to students. Please read the
mation regarding the insurance so that you will know what you are
in terms of coverage and its limitations.

student
for the
inforbuying

The procedure for processing a claim is also included in the brochure.
Our advice is to notify the school as soon as possible after an injury
has occurreµ and secure an insurance claim form. We will complete our
portion and return it to you so you will have the needed information
for your doctor who completes his portion. You then mail the form
directly to the insurance company,
Sincerely yours,

Donald R. Tirk, Principal
Tahoma Junior High School
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TAHOMA JUNIOR HIGH SCHOOL
FEE INFORMATION 1978-79

DAILY SCHEDULE
Grades 7 and 8:

8:48 a.m. to 3:10 p.m.

LOCATION
Tahoma Junior High:

24425 S.E. 216th, Maple Valley, WA

REQUIRED FEES

OPTIONAL FEES

Towel Fee for girls' and boys'
athletics (not required for
physical education classes)

ASB Card

For each sport:

$1.50

Industrial Education and
Home and Family Life*

98038, 432-4442

$4. 00

Insurance:
School-Time Plan
Full-Time Plan
Football
Dental Accident
$2,000 Life Policy

8.00
22.00
10.00
2.50
9.00

All insurance payments must be paid by check or money order made payable
to EMPIRE INSURANCE COMPANY. This will also be your receipt.
Please call if you have any questions.

)

*In Industrial Education and Home and Family Life, the school will support
the cost of a basic project that exposes the student to essentials of
beginning skills; however, these projects must remain here at school. Any
project using school materials and taken home will require the student to
pay for the cost of materials. Students in Industrial Education and Home
and Family Life may furnish their own materials for projects should they
wish to do so. Students in Home and Family Life who cannot provide their
own material for required sewing projects will be provided with material;
however, the teacher must be informed sufficiently in advance of the start
of the project so the instructor will have some indication on the amount to
be purchased. Failure to do so may cause a delay in proceeding with the
project.
The ASB Fee is a fund that covers student activities not financed by
district funds. The $4.00 is not a donation as we arrange outside programs and provide a series of events in which admissions are reduced at
both the high school and junior high. The savings in the admissions alone
would amount to over $4.00.
Students turning out for competitive interscholastic sports are encouraged to purchase an ASB Card primarily because
the bulk of our ASB funds support these activities through the purchase of
uniforms, game equipment, practice equipment, officials and other related
costs. Students participating in interscholastic athletics are required
to purchase a towel fee.
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ROUTINE DUTIES AND RESPONSIBILITIES
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ROUTINE DUTIES AND RESPONSIBILITIES

TEACHING DAY
The teaching day begins one-half hour before classes are scheduled to
start and ends one-half hour after classes are dismissed.
Rooms must
be open and supervised fifteen minutes prior to the start of school.
Classrooms may remain locked when teachers are on duty or if teachers are
involved in an official meeting such as an early morning parent conference,
curriculum meeting, staffing, or teachers' meeting.
Do not leave the school grounds during these times unless you check
with the building principal or person in charge and after signing out.
Students are not to be left unsupervised in the classroom except in
emergencies, and then only if there is no one to cover for you.

FACULTY MEETINGS
Faculty meetings and department meetings will be held on the second and
fourth Thursdays of the month one-half hour before classes are scheduled
to start. Please attend unless prior arrangements have been made.

LESSON PLANS
General lesson plans for the semester or year must be outlined. More
specific plans must be included one week in advance,
Plans will be
checked during planned and spontaneous visits to the classroom. Plans
and grade books must be available for the substitute teacher.

GRADING
All teachers must make it clear to the students what is expected in
their course relative to grading and on what work the grade is specifically based.
Each teacher of a required course under normal circumstances should give
a passing grade to the student who is working to the limit of his/her
ability as well as to the student who has reached desired standing.
Performance standards shall be set and maintained in all subjects.
Standards set shall be appropriate to the particular subject. Students
who do not meet the minimum level of performance based on individual
ability may be failed.
Prior to failure, parents must be notified
sufficiently in advance by sending home achievement reports.
Individual
students then have an opportunity to improve their level of performance.
Reports not returned may indicate that the parents have not received
the report.
Please fo1low with a phone call or parent conference and
keep accurate records of contacts with the parents.
This is for our
protection should we be challenged.
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GRADING (cont.)
Student grades may not be lowered for lack of attendance provided that
the required work is completed.
Teachers must keep a brief explanation of their grading system readily
available for both parents and students. All information regarding
individual classes, quarterly information and dates must be complete
and available.
The grade book must include the system used for recording absences and
tardinesses.
A positive achievement report is a great boost to the student's morale.
Please send as many as student performance warrants and as time permits.
There will be a special bulletin regarding report card procedure.
Under chapter 180-40 WAC, page 23, students on short term suspension must
have an opportunity to make-up exams and assignments. Time allotted is
to be determined by the teacher and as a general rule, no shorter than the
length of the short-term suspension or the period the student would have
otherwise had to complete the assignment.

DISCIPLINE

)

Teachers set their own pattern of discipline and normally handle their
own disciplinary problems.
Junior high students want and need fair and consistent guidelines of
discipline. While each teacher may develop his or her own guidelines,
the following pattern for school discipline problems will be followed
by the staff in the event of repeated disciplinary problems with a
student.
1.

Discuss in your individual classrooms during the first week of school
your policies or discipline keeping them consistent with building
policy. Please make sure that the students have a clear understanding of consequences should violations occur.

2.

Should classroom procedure be violated, a teacher-student conference
will be set up at the teacher's earliest convenience. At such time
a record of the outcome of that conference will be filed by the
teacher.

3.

In the event that there is no satisfactory adjustment on the
student's part, the teacher will contact the parent by telephone,
letter or person. A record of this action will also be filed by
the teacher.
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DISCIPLINE (cont.)
4.

If steps two and three are completed with no positive results, the
student should be referred to the office with the previously filed
information and a report of the most recent violation for action by
the principal.

Principal's procedure
1.

Principal - student conference.

2.

In the event that there is no satisfactory adjustment on the student's
part, school service will be assigned.

3.

If steps two and three are completed with no positive results,
a one day in-house short-term suspension from classes will take
place.

4.

If steps two through four are completed with no positive results,
a short-term suspension from two to five days will take place.
Flagrant incidents of disrespect, insubordination and failure to
comply with a lawful request of a teacher will result in an
immediate short-term suspension.

CORPORAL PUNISHMENT

)

Reasonable corporal punishment may be administered after consultation
with the principal (appropriate form will be available) and only in
the presence of another professional staff member.
Reasonable corporal punishment shall only be used after milder forms
of punishment have been used without success and after a warning that
the particular offense and circumstance will result in corporal punishment. There should also be reason to believe that corporal punishment
will effect the desired change.
If possible, parents should be advised
of the decision to administer such punishment along with the supportive
reasons.
A staff member may, however, use reasonable physical force against a
pupil without advance notice to the principal when it is essential for
self defense, the preservation of order, or for the protection of other
persons or the property of the district.

DETENTION
State law provides that students may be detained but for no longer
than forty minutes after the close of the school day,
A teacher who requires students to stay after school either to complete
assignments or for disciplinary reasons will detain them in their own
classrooms.
(A detention room concept may be employed should the staff
desire it.)
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DETENTION (cont.)
Students assigned detention by the teacher for failure to comply with
class procedure or for completion of class work should be given an
opportunity to notify parents beforehand.
If a student fails to stay
for detention, the teacher should notify the office immediately.
Great care should be exercised when resorting to mass punishment.
would recommend that you not do this,

I

ATTENDANCE
Teachers will keep a record of absences and tardinesses in their grade
book for each of theit classes. The official attendance records are
kept in the office.
Please report promptly to the office any missing students throughout
the day. The health and safety of the students require accuracy,
vigilance and diligence. We must protect ourselves by efficient
dispatch of this routine.

ABSENCES

)

Teachers will fill out attendance slips at the beginning of first period.
Thereafter, please check the list of absent students in the daily
bulletin for all subsequent periods in the event of students skipping.
This year the students will not have admit slips. All students who
have been absent will be considered excused unless their names appear
on a special absence bulletin. All students must bring a note of
excuse from home to the office when they return to school from an
absence.

TARDINESS
It is the teacher's responsibility to see that the students are in class
on time. Please have an appropriate disciplinary approach to tardiness.
If a pupil is tardy to school, he should not be admitted to class
without an office tardy excuse.
If you must detain a pupil after class so that he will be late to his
next class, send a note to the next teacher. The scheduled teacher has
priority on a student's time; therefore try to keep this to a minimum
if possible. No between-class tardy slips are given by the office unless
the office has detained a student.
Tardy students who fail to respond to disciplinary action will be
referred to the office as insubordinate rather than tardy. The best
deterrent is consistency on the part of all staff members in insisting
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TARDINESS (cont.)
that the students be in class on time. Please be good examples by
having your classrooms open on time before school and after lunch
break. I do not want students standing outside of classrooms when
classes should be in session.

DISMISSALS
Requests for early or special dismissals by the students must be
referred to the office.

HALL PASSES
Students will not be permitted out of the classroom and into the
hallways without a written and signed hall pass.
Please do not allow the students to leave the room and return to their
lockers for books or work materials. They can learn to bring their
proper materials to class.
Students should not be excused to the bathrooms during the first ten
minutes and during the last ten minutes of the class period.

)

Students coming to the door to "talk to someone" must have definite
written permission from a teacher or the of,fice. Should this not be
the case, send them to the office immediately.

VISITING STUDENTS
Students visiting Tahoma Junior High must attend seventh or eighth
grade at their respective schools. The sponsoring students must
notify the office at least one day in advance. Visitors may attend
the entire school day and must present to all teachers their visitation passes. Visiting students who violate rules, regulations and/or
classroom procedures will be required to leave the school grounds.

DAILY BULLETIN
The bulletin will be distributed to all teachers and must be read
during third period.

CLASS DISMISSAL AND PASSING TIME SUPERVISION
Please dismiss each class at the appropriate time and be in the hallway
near your room while students pass.
(Required)
It will be each teacher's responsibility to synchronize the classroom
clock with the master clock in the office. Appropriate steps must be
taken to insure that students do not adjust classroom clocks.
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CLASS DISMISSAL AND PASSING TIME SUPERVISION (cont.)
Supervision between classes includes but is not limited to:
1.
2.

3.
4.

General presence in the hallways in the area of your classroom
Bathroom checks
Curbing unnecessary yelling, running and etc.
Encouraging students to go to class on time.

TELEPHONE USAGE
Except in emergencies students are discouraged from using the office
telephone.
A public phone is available and ca1ls should be made during
breaks or before or after school.

PROGRAMS CHANGES (Required Classes)
Learning to get along in varied situations and with varied people is
important; therefore, requests for program changes are discouraged and
should be considered carefully.
Difficulty in a class will be considered
a counseling situation where most problems can be solved.
If i t becomes
necessary to change a program during the year due to some unforeseen
circumstances, the student will obtain approval of both the sending and
receiving teachers, counselor and/or principal.
No program changes will
be approved after first semester.

)
PROGRAM CHANGES (Electives)
Elective choices have been broadened and each student has selected
his/her own elective.
Once the choice has been made, students are
expected to remain in the chosen class.
If i t becomes necessary to
change electives during the year due to some unforeseen circumstances,
the student will obtain a written request from parents, consult with
the counselor who will obtain the approval of the sending and receiving
teachers.
If other students selected the class the student wishes to
enter as their first choice elective and were denied entry because the
class was full, this request will be denied, as i t would be unfair to
those students.
Should the latter situation not exist and should the
counselor, teacher, and principal approve, the request will be honored.
Students must fulfill their responsibilities in their elective classes
as transfers out at the individual's whim may not be possible.
No
elective changes will be allowed after first semester.

CLASSROOM COLLECTIONS
A teacher should not leave money or other valuables unattended or overnight in the classroom.
If i t should be necessary to make collections,
turn the receipts into the office as soon as possible.
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CLASSROOM COLLECTIONS (cont.)
Students are not to leave purses, cameras or other valuables unattended
in any classroom or area of the building unless under lock and key.

HOMEROOM PERIOD
The first period class will be the homeroom group.
Two homeroom representatives should be elected to the Student Council
during the second week of school. Each will represent his or her class
for one semester with the other serving as alternate in case of absence.

ORDERING MATERIALS
Before ordering any materials, books, magazines, awards, etc., please
obtain clearance from the principal and obtain a purchase order. Failure
to follow this procedure could result in the individual paying for the
purchase.

COMMUNICATIONS THAT LEAVE THE BUILDING

)

Please give your principal a copy of all communications to parents and
the news media prior to the duplication process. Rarely will your
material be altered; however, should it be necessary, this would save
time and material.

SUPPLIES AND EQUIPMENT RECEIVED
If you submitted a budget, it was ordered this summer and should be
available for the opening of school. Please check with Betty for its
location. Please note if items have all been received and return all
papers, packing slips, guarantees and invoices to the office. Send
damaged items that need to be replaced to the office with the packing
slips. Let us know of the items you requested that have not arrived.

SPECIAL CLASSROOM SUPPLIES
Special areas such as industrial education, home and family life,
visual-arts education, and etc. purchase supplies for their use only.
These classrooms are not to be entered for the purpose of obtaining
supplies, utensils, or equipment without permission. Some of these
materials may also be available through the office or library.
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ASSEMBLIES
Assemblies scheduled during the school day are to be attended by all
teachers who have a scheduled class. Teachers will accompany students
to the auditorium and sit in the assigned homeroom area.
Each student will have an assigned seat within his/her homeroom area and
will sit in that seat during the entire year unless he or she is
reassigned by the homeroom teacher.
After each assembly please check the seats for cuts and other vandalism
in order that the person responsible for possible damages can be
apprehended.
Please dismiss your students at the appointed time. Students are not to
remain in the classrooms during assemblies; however, study halls will be
assigned for students not attending optional programs.
Passing procedure to assemblies located in the auditorium:
Ten minutes prior to the announced start of the assembly, all students will
report to homeroom.
Five minutes prior to the announced start of the assembly, the gym, science
wing, shop wing and basement level classrooms will report to the auditorium
accompanied by teachers.

)

Three minutes prior to the announced start of the assembly, all second and
third floor classrooms, accompanied by the teachers, will report to the
auditorium. All students must have assigned seats as outlined.
Passing procedure to assemblies located in the gym:

Five minutes prior to the announced start of the assembly, all students,
accompanied by teachers, will report to the gym.
Individual teachers will
sit with their group in their respective area.

LUNCH
I will cover all lunch duty unless another person is assigned for a designated period of time.
I would, however, greatly appreciate it if you
would assist me in enforcing the following procedure.
It is my intent
to keep students in the lunchroom area, Cubs' Den, or outside of the
school during their lunch break.
Second and third floors will be off
limits to students during lunch.
Should you hear or see a student on
either second or third floors prior to scheduled passing time, please
send them to the office immediately.
CLASSROOM SALES:

CANDY AND OTHER FOOD ITEMS

Candy will not be sold in the building.
Popcorn, pop, pepperoni and beef jerky are the only items that will be
sold at school activities unless cleared by the building principal.
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TAHOMA JUNIOR HIGH SCHOOL
SUBSTITUTE ARRANGEMENTS

Please use the following procedure in arranging for a substitute:
1.

Prepare your classes for the possibility that you may be absent
during the school year. Continue to use your own approach in
preparing the students for this eventuality as it will help for
them to know exactly what your procedure is, should you be absent.

2.

Good lesson plans must be complete one week in advance and with
adequate directions available for the substitute.
In my announced
observations and also in my spontaneous visits to the classroom, I
will want to check plans.

3.

Please have concise seating charts available for the substitute
teacher as they take a great deal of uncertainty out of those first
few moments with a new class. Each teacher is required to provide
his/her method of seating on paper in the event of absenteeism.

4.

An up-to-date list of names for each class in the grade book must be
available.

5.

If you know ahead of time that you will be out, please inform the
principal in order that he may arrange for a substitute in advance.
If this is not possible, call evenings prior to 10:00 p,m, or mornings not later than 6:30 a.m. We must compete with other districts
for the services of a substitute and time is of the essence.

6.

If you cannot reach the principal, call the school secretary to
arrange for your substitute.
Telephone numbers:
Don Tirk
Betty Gegoux

Please note: Telephone numbers have been redacted from this page due to privacy concerns.
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SPECIAL DUTIES
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SPECIAL DUTIES

Among the list of school activities are night athletic contests, concerts,
plays and dances.
I would like to encourage the staff to attend and I am
requesting that each of you try to attend and/or supervise at least two
of these events during the school year. Supporting our students, in my
judgment, fosters more support for us from them,
Professional activities include Booster Club, Tahoma Education Association
involvement, Open House and school board meetings.
I would like all staff
to attend Booster Club meetings held in the evening and our Open House.

BUS DUTY:

MORNING AND AFTERNOON

All students are to remain behind the double yellow lines while waiting
for buses.
Supervise bus loading and maintain order by preventing line crowding,
pushing and shoving.
Report any student who is uncooperative to the
office. Junior high students are not to ride in private cars unless proper
clearance has been obtained through the principal's office. Report violations immediately to the office. Report all unauthorized cars in the
lot with the license number to the office.
Check to see if "walkers" have passes and are on the official walkers list.

}

Supervise bathrooms in order to prevent smoking, drinkin~ vandalism, etc.
Keep an eye on faculty cars and grounds in general.

MORNING AND AFTERNOON SUPERVISION RESPONSIBILITIES
The presence of an adult is a deterrent to unacceptable behavior, therefore
it is important that we establish a supervisory routine and follow through.
Morning and afternoon duty begins at scheduled time on the scheduled day.
Students must be on their way to class five minutes prior to the time
classes are to begin. Afternoon duty begins at dismissal time and concludes as scheduled.
Supervision includes, but is not limited to, the
following:
1.

Faculty assigned to basement and Cubs' Den check bathrooms often. Be
an active supervisor. Cover all corners, corridors, stairwell
approaches and the isolated locker area next to the maintenance area.

2.

Faculty assigned to the second floor corridor have the responsibility
of actively supervising both ends of the hall as well as all stairwell
approaches.

3.

Faculty assigned to third floor corridor have the responsibility of
actively supervising both ends of the hall, the corridor parallel to
the library as well as the stairwells.
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MORNING AND AFTERNOON SUPERVISION RESPONSIBLITIES (cont.)
4.

All faculty not scheduled for duty must be outside of their respective
classrooms five minutes prior to the start of class,

5.

Faculty assigned to outdoor area must actively patrol the main
building area as well as the area behind the industrial arts shops.
The principal will cover the area behind the gym.

6.

All faculty not scheduled for afternoon supervision may be outside
of respective classrooms to supervise passing of students (however
this is not required). When school is dismissed for the day, all
faculty scheduled for bus and parking lot supervision in the afternoon must proceed immediately to area of responsibility.

7.

Most teams have six members. I would like the following areas
covered with the following numbers of supervision:

8.

1.

Third floor:

one person

2.

Second floor:

3.

Basement and Cubs' Den: three persons with at least one woman
on the team to check girls' bathrooms and one person on duty
in the Cubs' Den at all times.

4.

Outdoors:

one person

one person

All afternoon supervision will be at the bus loading area. Female
teachers not scheduled for duty who have classrooms located on the
basement or second floor should check girls' bathrooms on a rotating
basis.

CHAPERONE DUTIES
Teachers and parents who chaperone night functions have full authority
and the responsibility to enforce school rules governing students.
Please use your good judgment in the manner in which you discourage
unacceptable junior high behavior.
If necessary, students should be
sent home by calling parents. The principal is usually present and
will assist if problems arise.
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SPECIAL DUTIES
MORNING AND AFTERNOON SUPERVISION AND BUS DUTY ASSIGNMENTS 1978-79
Morning and afternoon supervision and bus duty assignments are listed
below. Before-school duty begins as posted before school starts and
after-school duty begins as posted after school dismisses.
FIRST QUARTER
Teams A (AM 8:25--8:43)
1. Chissus (T.L.), Brown (A.T.L.),
Bohn, Buckner, Dawson, Peterson

Teams B (PM 3:10--3:22)
1, Allie (A,T,L,), Beck (T.L.),
Esmoris, Finnerud, Marangon,
Prato

2.

2,

House (T.L.), Green (A.T.L,),
Jonson, L'Amoureux, Mathewson,
Pygott

Bedard (T.L.), Groseclose (A.T.L.),
Tirk, Lawrence, Rothlisberger,
Wimbush

SECOND QUARTER
Teams A
1. Beck (T.L.), Brown (A.T.L.),
Allie, Esmoris, Finnerud,
Groseclose
2.

)

Teams B
1. Chissus (T. L.), Buckner (A.T.L.),
Bohn, Bedard, Dawson, Green

Marangon (T.L.), Lawrence (A.T.L,) 2.
L'Amoureux, Mathewson, Prato
Peterson

House (T.L.), Rothlisberger (A.T.L.),
Jonson, Pygott, Tirk, Wimbush

THIRD QUARTER
Teams A
Teams B
1. Beck (T.L.), Groseclose (A.T.L.), 1. Chissus (T.L.), Esmoris (A.T.L.),
Allie, Bedard, Dawson, Finnerud
Bohn, Brown, Buckner, Prato
2.

Green (T.L.), Rothlisberger
(A.T.L.), Jonson, Mathewson,
Pygott

2.

House (T.L.), Wimbush (A.T.L.),
L 'Aroou:t.eux, Lawrence, Marangon,
Peterson

FOURTH QUARTER
Teams A
Teams B
1. Chissus (T.L.), Esmoris (A.T.L.), 1. Beck (T.L.), Green (A.T.L.),
Bedard, Bohn, Buckner, Prato
Groseclose, Allie, Brown, Dawson
2.

House (T.L.), Lawrence (A.T.L.),
Marangon, Mathewson, Tirk,
Rothlisberger

2.

Wimbush (T,L.), Peterson (A.T.L.),
Parr, Jonson, Finnerud, Pygott,
L'Amoureux
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Weekly Supervision Schedule:
FIRST QUARTE R (ends November 7, 1978)
September

October

November

6-8
11-15
18-22
25-29
2-6
9-13
16-20
23-27
30-3
6-10

Al
A2
Al
A2
Al
A2
Al
A2
Al
A2

and
and
and
and
and
and
and
and
and
and

Bl
B2
Bl
B2
Bl
B2
Bl
B2
Bl
B2

SECOND QUARTER (ends January 25, 1979)
November

December

January

)

14-17
20-22
27-1
4-8
11-15
18-19
2-5
8-12
15-19
22-25

Al
A2
Al
A2
Al
A2
Al
A2
Al
A2

and
and
and
and
and
and
and
and
and
and

Bl
B2
Bl
B2
Bl
B2
Bl
B2
Bl
B2

THIRD QUARTER ( ends April 9, 1979)
January
February

March

29-2
5-9
12-16
20-23
26-2
5-9
12-16
19-23
26-30

Al
A2
Al
A2
Al
A2
Al
A2
Al

and
and
and
and
and
and
and
and
and

Bl
B2
Bl
B2
Bl
B2
Bl
B2
Bl

FOURTH QUARTER (ends June 12, 1979)
April

May

June

)

9-13
16-20
23-27
30-4
7-11
14-18
21-25
29-1
4-8
11 & 12

A2 and B2
Al and Bl
A2 and B2
Al and Bl
A2 and B2
Al and Bl
A2 and B2
Al and A2
A2 and B2
All staff
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SERVICES

)

57
SERVICES
LIBRARY

The library is open to all students enrolled in the Tahoma Junior High
School. The library is available for study, research, classwork,
checking out materials and reading for fun. During regular class time
the library is not to be used for playing cards, chess or other games.
The library is open in the morning before class and again during the
lunch period. Students wishing to use the library during lunch must
obtain a pass from their respective teacher. All students using the
library during class time must have a valid written pass.
The librarian will be eager to assist students and faculty with library
reference work when assistance is required. When checking out a book,
it must be presented to the librarian for dating. Magazines and other
reference materials may also be checked out provided the proper arrangements have been made with the librarian, The library will be available
for class projects until two days prior to the close of school. Please
plan your schedule accordingly,
The following guidelines will insure good library service:
1.

The student's name must be placed on the card when the book is checked
out. Also, the homeroom number should be placed behind the name.

2.

All books may be checked out for two weeks with the exception of
500 and 600 books which may be checked out for overnight during
the last class hour of the day.

3.

Books must be returned on time.
be late.

4.

Lost books or any unnecessary damage to the books must be paid for.
These charges are due at the end of each quarter.

5.

When returning a book, students should give the book to one of the
aides or the librarian and be sure that the card is placed in the
book.

6.

All students working after school in the library must be under
direct librarian or teacher supervision.

7.

The librarian will set guidelines and assume responsibility for
discipline in the instructional material area; however, assistance
from the classroom teacher will be of great benefit. Books and
other materials may be checked out on a one-week basis with the
due date one week prior to dismissal of students for the summer.
The library will be available for class work, special projects and
periodical reading up to two days prior to dismissal for the summer.

)

*8.

A fine may result should the book

Teachers should not issue more than three individual passes during any
one period unless arrangements have been made in advance so that all
teachers have an equal opportunity to send students to the library
for special work.
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LIBRARY (cont.)
9.

Assignments for use of extensive reference material, the vertical
file or magazines should be arranged for at least one day in
advance and preferably sooner to allow enough time to assemble
the material. A note in the librarian's mailbox with specific
details concerning the assignment is helpful.

*10.

Students are expected to be more quiet in the library since several
groups may be present and excessive noise may interrupt others.

*11.

All students sent to the library must be working on class related
projects that involve the instructional process, reading books and
checking out materials or books.

AUDIO-VISUAL EQUIPMENT
The audio-visual equipment is located in a conference room immediately
adjacent to the main library, Please note operating and use procedure.
See Lee Brown for assistance and an up-to-date list of equipment available.

AUDIO-VISUAL AIDS AVAILABLE IN THE LIBRARY
1.

Listening center complete with eight sets of headphones to use with
records.

2.

Large filmstrip viewer to be used at a table with several students.

3.

Four individual filmstrip viewers (small).

4.

Record player.

5.

Super-Eight projector (one film on Earthworms.

See science section.)

Use of Super-Eight projector and other filmstrip viewers: At Shadow Lake
there is an extensive collection of filmstrips, Super-Eight loops, and
books for conservation projects purchased with Title money several years
ago. The material was housed at Shadow Lake for convenience, but is
available for all schools to borrow. A catalog of that material is
available in the library.
Filmstrips and cassettes:
Language Arts
Language Arts
School Library Series
Study Skills--Library Kits
Reference
Science
Social Studies

12 FS
6 FS
7 kits
7 kits
7 kits
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AUDIO-VISUAL AIDS (cont.)
Science
Arctic Wilderness
The Atom and Its Nucleus
The Atom, Man's Servant
Audubon's Birds of America
Biology
Chemistry of Steel
Conserving Our Natural Resources
Evolution of Man
Forests of Tropical America
Health Adventures
How to Read Science
How Steel is Made
Living Things and Their Habitats
Our Earth
Physiographic Changes
Prehistoric Life
Soil Conservation
Walt Disney's Living Desert
Walt Disney's Space and the Atom
Walt Disney's Vanishing Prairie

6
7
6
6
6
l
7
6
6
9
4
l
6
5
6
6
B
6
7
5

Social Studies

)

Chronicles of America
Columbus to George Washington
Central Europe
How Summer Comes to the Northwest
Learning to Use Maps
Look-It-Up (Use of Encyclopedias)
Mediterranean Europe
Middle East and India
News Lessons
Saudi Arabia
Scandinavia
United States History:
Background of the Revolution
Declaration of Independence
Founding the American Nation
George Washington
Independence
Let Them Call Me "Rebel''
My Country Right or Wrong
Our American Heritage
The Liberty Bell
Signers of the Declaration:
An Overview
Biographies of Each Signer of
The Declaration
Women in the Revolution:
Legend
and Reality

14
6
l
6
l
6
6
2

l

12
FS/Cass.
FS/Cass.
Cass.
FS/Cass.
3 Cass.
FS/Cass.
Slj.des _
Cass.

FS/Cass.
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AUDIO-VISUAL AIDS (cont.)
Records:

)

The Abbey Choir Sings Christmas
American History in Ballad and Song (3 records)
American Indians Sing (7 selections)
Around the World in Eighty Days--Jules Verne (2 record albums)
Bicentennial Series (8 records)
Black Beauty--Anna Sewell (2 record albums)
Burle Ives "Something Special" (12 selections)
The Call of the Wild, Jack London (2 record albums)
Cash, Tommy
A Christmas Carol--Charles Dickens
Christmas Music
Dawn of a Decade: 1970
Folksong Festival--Scholastic Record and Book Companion Series
The Great Songs of Christmas
Happiness Is--Readers' Digest Special
Arthur Fiedler and the Boston Pops (10 selections)
The Hunting of the Snark--Lewis Carroll Read by Boris Karloff
The Pied Piper--Robert Browning
Ecological Systems Group I (2 records)
Kon-Tiki and Other Sea Stories--Read by Alan Haines
The Legend of Sleepy Hollow--Washington Irving
The Luck of Roaring Camp--Read by David J. Jurlan
The Cutcasts of Poker Flat
The Merry Adventures of Robin Hood--Howard Pyle
Moby Dick--Herman Melville
The Monkey's Paw and Other Suspense Stories (4 selections)
Music Masters--Chopin
School Broadcast "Music Makers" (6 records: brass, guitar, keyboard, reeds,
Music Masters--Paganini and Liszt
percussion, strings, woodwinds)
The Nation Divided
Nuclear Radiation (4 records)
Edgar Allan Poe Vol. 1--Read by Basil Rathbone
Edgar Allan Poe--Read by Anthony Quayle (4 selections)
The Portable Flower Factory (4 selections)
Prose and Poetry Enrichment Records (2 records)
The Red Badge of Courage--Read by Edmond O'Brien
Gershwin Favorites (2 selections)
Rip Van Winkle--Washington Irving
Sherman, Bobby--(5 selections)
The Stories of Sherlock Holmes--Sir Arthur Conan Doyle (2)
The Sounds of History--Record #4
Standard School Broadcast--(4 records)
Johann Strauss Waltzes: The Vienna Symphony Orchestra
The Swing Era (5 selections)
Swinging 30's (10 selections)
A Tale of Two Cities--Charles Dickens (2 record albums)
Tales of Sherlock Holmes--Sir Arthur Conan Doyle (2 record albums)
The Three Musketeers, Alexander Dumas (2 record albums and book)
The Time Machine and The War of the Worlds--H. G. Wells (2 records)
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AUDIO-VISUAL AIDS (cont.)
Records:
Treasure Island--Robert Louis Stevenson
The Twelve Labors of Hercules and Other Adventures (2 selections)
Websters' New World Dictionary of the American Language

LIBRARY SUPPORT BOOKS (Addendum 1978-79)
General Reference
Britannica Atlas - 1977
Britannica Junior Encyclopedia - 1978
National Geographic Index 1947-76
Woman's Almanac
World Book Encyclopedia - 1978 (two sets)
World Book Yearbook - 1977
Worldrnark Encyclopedia of the Nations
Science
And Then There Were None: America's Vanishing Wildlife - Leen
The Animal Kingdom - Orr
Animals Without Backbones - Buchsbaum
Attack and Defense - Cousteau
Birds of North America - Rand
The Book of Turtles - Nicholls
Cells: Units of Life - Tufty
Desert Animals - Tate
The Edge of the Pond - White
Electronic Microscope: A Tool of Discovery
Exploring the Insect World - Anderson
Famous Men in Modern Biology - Berger
Field Guide to Butterflies - Klots
Genetics is Easy - Goldstein
Hammond Nature Atlas of America - Clement
The Marvelous Animals: An Introduction to the Protozoa - Curtis
Mechanisms of Body Functions - Easton
Messages and Voices: The Communication of Animals - Cosgrove
Microbes in Your Life - Schneider
Northwest Trees - Arno
The Ocean World - Ryan
Recycling: Reusing Our Worlds Solid Wastes - Hahn
Skeletons: An Inside Look at Animals - Dunne
Sleek and Savage - Haley
The Telephone: How it Works - O'Conner
The Wondrous World of Seedless Plants - Craig
Understanding Ecology - Billington
Whales - Hoke
Wildlife in America - Matthiessen
Wildlife in North America - Lawrence
Words of Sciences and the History Behind Them - Asimov
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LIBRARY SUPPORT BOOKS (cont.)
Industrial Education
All About Small Gas Engines - Purvis
Arc Welding Basic Fundamentals - Walker
Cope's Plastics Book - Cope
Machining Fundamentals - Walker
Metal Projects Book 1 - Walker
Metal Projects Book 2 ~ Fifer
Metal Projects Book 3 - Walker
198 Easy Wood Projects - Morris
Oxycetylene Welding Basic Fundamentals~ Baird
Wood Projects Book 1 - Sibley
Woodcarving Techniques and Projects - Johnstone
Photography

)

Best of Photojournalism - Newsweek
The Print - Time Life
You and Your Camera - Hawken
You and Your Lenses - Hawken
Darkroom Magic - Litzel
101 Experiments in Photography - Zakia
Petersons Guide to Creative Darkroom Techniques
Petersons Basic Guide to Photography
Beginners Guide to Darkroom Techniques - Hattersley
Beginners Guide to Photography - Hattersley
The Home Darkroom - Fineman
Physical Education
Baseball 1
Baseball 2
Baseball 3
Basketball
Basketball
Basketball

1
2
3

Hitting - Deegan
Bunting and Baserunning - Deegan
Pitching - Deegan
- The Set Shot - Deegan
- The Jump Shot and Layup - Deegan
- Shooting in a Game - Deegan

Social Studies
Animal Farm - Orwell (35 copies)
Belgium and Luxenbourg - Morley (two sets)
China - Hammond (two sets)
France - Lifschitz (two sets)
Great Britian - Coleman (two sets)
Greece - Antoniou (two sets)
India - Talyarkhan (two sets)
Isreal - Zohar (two sets)
Italy - Leech (two sets)
Japan - Hoare (two sets)
Netherlands - Huggett (two sets)
Soviet Union~ Morey (two sets)
Spain - Irizarry (two sets)
Turkey - Hotham (two sets)
West Germany - Morey (two sets)
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SCHOOL NURSE AND FIRST AID
We do not have the services of a school nurse; however, Booster Club
volunteers do provide some services.
Limited first-aid supplies are in the health room adjacent to the
office. Teachers who feel they need a supply of first-aid materials
may request these from the office.

SCHOOL-INCURRED ACCIDENTS
Report all school-incurred injuries, illnesses and other accidents to
the office.
Details of the accident and extent of injury must be
recorded on forms in the office for district records and to facilitate
student insurance claims.
Sick students should be sent to the office to arrange transportation
home. Do not allow a sick or injured student to go directly home.
If
a student should be seriously ill or injured, the student should be
accompanied to the office by the teacher if the injury or illness allows
the student to be moved.
If in doubt as to the safety of moving such a
student without medical supervision, permit the ill student to continue
sitting at his or her desk, head down on the desk with close supervision
while the office is notified by a student.
If a student has fainted or
is otherwise injured, keep the individual on the floor; prevent shock.

)

Always notify the principal or the person in charge of the building when
a student is injured.

SUPPLIES
The secretary is in charge of supplies. Contact her for your needs.
Students will not be allowed in our supply room.

TEXTBOOKS
You are responsible to account for books checked out to your room,
See
that the numbers and labels are clearly marked and recorded when checking
them out to students. Keep an accurate record of the books you check out
by filling out a textbook record form, We will not be collecting book
cards and turning them into the office; therefore it is every individual
teacher's responsibility to check out books and make certain they are
returned.
Serious damage charges are to be referred to the office.
Students will be issued a textbook at the beginning of the school year for
use in class and to take home when necessary,
Should this textbook be lost
or misplaced, another will not be issued until the price of the lost book
has been paid to the office. In the interim, a book will be loaned for in
class use only; however, this book will not be removed from the classroom.
It is the students' responsibility to keep track of their textbooks and
make sure their lockers are properly secured.
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TEXTBOOKS (cont.)
With new or recently purchased textbooks, please encourage students to
buy or make book covers. New books and old books have labels for individual students to record name, current school year and date. Please
encourage students to use this special area to insure the return of
the book should it become lost or misplaced.
Require the students to have their text and other necessary supplies
when entering the classroom.
If a student transfers, be certain all issued books are collected before
departure.

OFFICE SERVICES
Mrs. Gegoux and her
assistance.
If you
material to Betty.
determine available

staff will be very limited in providing teacher typing
should require typing, provide lead time and give all
She is in charge of the office staff and can best
time.

See Mrs. Gegoux for purchasing information, forms, attendance information,
supplies, ASB assistance and data processing.
See Carlotta Esmoris, our counselor, for guidance information and assistance
and data processing.
See Lee Brown with concerns involving audio-visual equipment.
Ditto machine, typewriter and Thermofax machine are available in the
teachers' room. Ditto masters and Thermofax masters are kept in this
same area. Please do not send your students to make copies or run the
equipment.

SCHOOL LUNCH (Please cover with students.)
School lunches are sold daily in the lunchroom.
Students will not be
permitted to charge more than one lunch, and until that initial charge
is paid, no additional charges will be allowed.
Students must report to the lunchroom seven minutes after dismissal or
report directly to the tennis courts to eat sack lunches. Students
must remain in the lunchroom or on the tennis court benches for the
first ten minutes of lunch.
No hot lunch items will be allowed outside of the lunchroom, This includes
ice cream. No food or drinks are to be in the halls.
Students are not
to break the lunch line or crowd in, Hot lunches are to be eaten in the
two main eating areas. All lunch items are to be eaten while students
are seated.
Coke machine is off limits five minutes before the end of lunch period.
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USE OF STUDENT BODY FUNDS
Any use of student body funds must follow district purchasing procedure.
Please do not charge items to our ASB either locally or at other business
establishments. Obtain the exact cost of item or items including sales
tax, shipping charges (UPS) and discount, if any, Obtain a purchase order
from Mrs. Gegoux; return an itemized bill,
(Please--no cash register
receipts.)
Purchase request must be okayed by the athletic coordinator, department
adviser or club adviser, prior to submitting item to the principal for
final approval. Student body president and principal must co-sign
purchase order and checks,

FIELD TRIPS
All trips away from school must
Teachers must make arrangements
tours. The necessary forms for
Rules and regulations for field
1.

Field trips are actually classrooms on wheels:
1.1
1.2

2.

have previous approval of the office.
at least four weeks in advance for all
trips are available in the office.
trips:

The teacher is responsible for the students in transit and
at the place visited.
The classroom teacher is required to be with his/her group at
all times.

Parent supervision in addition to teacher supervision is encouraged and
parents should be invited to attend and supervise.
2.1

2.2

All regular bus rules, as adopted by the school board, apply to
behavior on the bus (see general). The teacher is in charge of
the students during the field trip both on and off the bus.
Any field trip less than fifty miles one way should not require
stops other than emergencies, The bus driver is not to stop for
student refreshment shopping. Food and drink may be eaten on the
bus when required; however, the bus must be left clean. No stops
will be made for anything other than emergencies.
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CURRICULUM AND GUIDANCE
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CURRICULUM AND GUIDANCE

It is the Districts intent to put all textbooks on a six-year replacement schedule. Mathematic texts were chosen during the 1975-76 school
year, Social Studies 1976-77 and Language Arts texts 1977-78 with
Science texts and materials to be purchased 1978-79.

HOMEWORK POLICY
Some homework is required of junior high students. Although many students
are able to complete the class assignments during the school day, others
must take them home to complete this work, All students should have some
assignments which are to be completed outside of class. Some junior high
assignments are a project type requiring the use of reference materials
over a period of time. This type of assignment develops knowledge and the
learning of library skills. Normally half to one hour of over-all outside
study should be sufficient to complete assignments and yet also allow the
student time for home responsibilities and relaxation. Care must be
exercised to avoid the assignment of an hour of homework from each
teacher.
Sharing information on upcoming projects can help avoid this
problem.

)

Good study habits are essential for junior high students to develop themselves to their utmost potential. Please emphasize to all of your students
the importance of and guidelines for good study habits for both in school
hours and at home.

GUIDANCE SERVICES
At present Tahoma Junior High has a full time counselor. His/her primary
services include, but are not limited to:
Individual and group counseling,
working closely with both teachers and students on learning problems,
career and educational counseling, testing individual and group, registration and orientation, maintenance and interpretation of students records
and serving as building compliance monitor in conjunction with Title IX.
Procedure for referral should be:
1.
2.
3.

Teacher referral (not emergency)
Student referral
Other?

The student should sign for an appointment between classes or during the
break.
The sign-up sheet will be at the counter in the office or posted
on the door.
The counselor will then call the student in at an opportune
time.
Please do not send students to the counselor unless an appointment
has been made.
If for some reason there is need for an emergency referral
and the student must see the counselor immediately, the teacher should have
another teacher cover for his/her class and escort the student to the
counselor's office.
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GUIDANCE SERVICES (cont.)
Please be cognizant of and comply with the following counselor concerns:
1.

Need for p rivacy: whoever is with the counselor should be guaranteed
privacy and confidentiality. Students, parents, teachers, principal,
probation officers, etc. need this assurance. Enter the office to
use the faculty telephone through the hall door rather than through
the Counseling Center door. Please do not interrupt the counselor
when he or she has someone in their office.

2.

Please do not disturb the counselor unless you have official business
so time can be used more effectively and efficiently.

3.

Coordinate with the counselor for use of the small group conference
room.

4.

Never send a discipline problem or disciplined person to the Center to
sit.

5.

Please do not interrupt a conversation the counselor may be engaged in.
Many times the door is open for ventilation not because it's"open."

6.

See student schedules in the library or office. Don't have your
students ask the counselor.
(Nine out of ten times, they come in
the middle of a conversation.)

7.

Please no phone calls on the counselor's phone.

Use faculty phone.

PUPIL'S RECORDS
The cumulative record folders are on file in the office for your professional use.
Request and check out files with Mrs. Gegoux. Please do not
take the files out of the office. Please treat all student files with
confidentiality. The counselor will be happy to assist in helping you use
and interpret information in the file.

)
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FACILITIES
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FACILITIES

CARE AND USE OF SCHOOL PROPERTY
This building belongs to us; therefore it is the responsibility of all to
take care of classrooms, halls, lockers and restrooms.
Should classrooms
be shared, it is each teachers responsibility to protect the equipment and
materials used by the other teacher and also help to maintain the classroom.
We want our buildings to be improved and upgraded each year by the engineers.
However, this is difficult if excessive damage is caused by students out
of control. Personal concern, involvement and vigilance on all parts will
make this school respected in the District and community.
The principal and teachers have responsibility for student conduct and
respect for property in any part of the school. When a student is not
doing what is expected either outside or inside the room, please take
care of the problem or refer the student to the principal. Have students
assist you and our engineers in keeping the school clean and orderly.
This can be done by having students clean and pick up at the end of each
period as a regular important process.
Concerning windows and other breakage--please report damage to the office.
Encourage students responsible, when possible, to report details immediately
when breakage occurs.

)

The classroom is an extension of the teacher.
Teachers and st~dents spend
at least six hours a day in a classroom. An orderly and clean environment is a positive and visual reminder of the expectations in the classroom.
Have students keep their desks free of reminders of their shortcomings in vocabulary.
Please lock the classroom door at noon and when you leave in the evening.
Close and lock windows.
Spend some time with your students on the importance of pride in our school. Use tacks, pins, or scotch tape on woodwork
or on the walls only as a last resort.
If you display pictures, mount them
with masking tape. Scotch tape peels the paint. However, one of the
many things that impresses me about our staff is the attractive classrooms.
Keep up the great work!

DRAPES AND SHADES
Designate one or two pupils to be responsible each period for use and care
of drapes and shades. This will avoid damage or excessive wear. We have
provided drapes for all classrooms.

CLEANING OF CHALKBOARD ERASERS
Preferably have the custodians clean your chalkboard erasers.
However, if
at some time this is not possible, remind the students that they are not
to pound the erasers on the bricks or outside surfaces of the building.
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DRILLS
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DRILLS

Teachers:

Please cover fire, air raid and earthquake procedures with
every class.

FIRE DRILL PROCEDURE
The fire alarm consists of a steady buzz. Upon hearing the alarm warning,
proceed in order and silence out of the exit designated for each room and
to a safe distance from the building. Wait for the ringing of a single
bell or all clear before returning to the building.
Quiet and orderliness are a necessity to permit the hearing of special
instruction in case of an emergency. Designate a responsible student
to lead the group. The teacher, however, is in charge, Please keep
students under close control, The teacher will be the last one out of
the room. Do not worry about shades, lights, or windows; however, close
the door as you exit.
In the event of a fire drill between classes, instruct the students that
they are to walk to the nearest exit quietly. Again it is necessary to
be as quiet as possible so that instructions can be heard.

AIR RAID

)

A steady ringing of school bells means that an attack is imminent within
ten to twenty minutes or that protection from fallout is required.
"Take
cover" areas will be assigned. For drill purposes have students squat
down with head down, facing wall and cover with arms. Assigned areas will
be selected to give maximum protection from window glass and fallout.
Special instructions:
1.

Make certain students know the alert procedures that we will use in
the building.
In the event of a warning between classes, proceed to
your next class. Teachers are in complete charge until relieved,

2.

The custodian will shut down heating plant and circulation of hot
water and immediately check with office.

3.

The secretaries will stand by the phone.
turn to 640 or 1240,

4.

Counselor, nurse, teachers on conference period and principal will
report to the office for special assignment,

If a radio is available,

EARTHQUAKE PROCEDURE
There will be no alarm. The warning would be the shock itself of any kind.
Drop to the ground wherever you are and get under a desk or table or near
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EARTHQUAKE PROCEDURE (cont,)
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an outside wall under the windows. Prone position should be used if
possible with face down and arms protecting the head and neck.
If outside of the school, drop to the ground away from walls of building, There
will be no signal for evacuation.
In case students are to be sent home,
instructions will be sent from the office to the individual teachers.

FIRE DRILL EXIT PROCEDURE MAIN BUILDING
(Please cover with your students,)
Room 102 (Photo Lab) up the stairs and out using south entrance.
Room 101 (Home Family Life) up the stairs and out southwest entrance.
Kitchen/Cafeteria out north fire exit doors.
Cafeteria down hall turn left and up center stairs and out west entrance
(middle).
Cubs' Den up the stairs and out south entrance.

Learning Lab up the stairs and out north entrance in close proximity to
the classroom.

)

Rooms 200, 201, 207 and Counseling Center down stairs and out north
entrance in close proximity to the classrooms.
Rooms 202, 203, and 204 out fire exits located within classrooms.
Rooms 2 05, 2 06 and 2 08 down stairs and out north exit in close proximity
to the classrooms.
Room 209 down hall, down stairs and out west entrance.
Rooms 304 and 305 down stairs and out south exit,
Library, rooms 300 and 301 down hall, down stairs and out west entrance,
Should this route be blocked, library exit through west classroom exit;
rooms 300 and 301 exit down stairs and out north exit in close proximity
to the classrooms.
Rooms 302 and 303 down stairs and out north exit in close proximity to
the classrooms,
New addition (shop, gym, science lab, industrial arts lab, office) exit
out of respective areas and assemble in groups well clear of the building.

Teachers please follow this procedure so we get a routine down and so that
I know how each classroom will exit.
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Auditorium
If we should have a fire or drill while occupying the auditorium, we
will follow this procedure,
Balcony will exit down the center stairs and out the west entrance.
First eight rows of Section C exit out left stage exit by room 200 and
out north entrance.
First eight rows of Sections A and B exit out extreme right exit in
front of auditorium and well clear of the building.
Remaining rows in Section C exit out right exit in rear of auditorium
down center stairs and out west entrance,
Remaining rows in Sections A and B exit out left rear of auditorium
down stairs of south entrance near Superintendent's Office.
Please refer to the auditorium seating chart.
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INFORMATION/TEACHERS
TAHOMA JUNIOR HIGH SCHOOL
AUDITORIUM SEATING CHART 1978~79
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7

Al8

House

11

Bl8

House

7

Cl8

Mathewson

7

Al7

Bohn

11

Bl7

House

7

Cl7

Mathewson

7

Al6

Bohn

11

Bl6

House

7

Cl6

Mathewson

7

Al5

Bohn

8

Bl5

Dawson

7

ClS

Mathewson

7

Al4

Bohn

11

Bl4

Dawson

7

Cl4

Peterson

8

Al3

Bohn and L'Amour

11

Bl3

Dawson

8

Cl3

Peterson

8

Al2

Brown

11

Bl2

Rothlisberger

8

Cl2

Peterson

8

All

Brown

11

Bll

Rothlisberger

8

Cll

Peterson

8

AlO

Brown

11

BlO

Rothlisberger

8

ClO

Finnerud

8

A9

Brown

4

B9

Rothlisberger

8

C9

Finnerud

8

A8

Brown

7

B9

Marangon

8

CB

Finnerud

8

A7

Pygott

11

B9

Marangon

8

C7

Finnerud

8

A6

Pygott

11

B7

Marangon

5

C6

S. Tirk

7

AS

Pygott

6

B6

Marangon

3

CS

S. Tirk

7

A4

Pygott

5

B6

Green

7

C4

S. Tirk

6

A3

Prato

11

BS

Green

6

C3

S. Tirk

5

A2

Prato

11

B4

Green

5

C2

S. Tirk

4

Al

Prato

4

B3

Green

4

Cl

S. Tirk

7

B3

Lawrence

11

B2

Lawrence

11

Bl

Lawrence

Section A:

128 seats

STAGE AREA

Sections B:

195 seats

Section C:

STAGE AREA

STAGE AREA

128 seats

Balcony Area Seating:

)

6

D7

Beck

10

E6

Groseclose

6

F7

Jonson

4

D6

Beck

8

ES

Groseclose

4

F6

Jonson

4

DS

Beck

12

E4

Groseclose

4

FS

Jonson

7

D4

Beck

12

E3

Leah Brown

7

F4

Bedard

7

D3

Beck

5

E2

Leah Brown

7

F3

Bedard

7

D2

Beck

6

El

Bedard

7

F2

Bedard

7

Dl

Leave empty

7

Fl

Bedard

Section D: 42 seats
Total seats available:

Section E: 64 seats
Section F: 42 seats
Main Floor 451, Balcony 148, Total 599.
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GUIDELINES FOR TAHOMA JUNIOR HIGH GYM USAGE
The school gymnasium is a unique facility.
It is one of the few areas
of the school that can be used by many different groups and organizations
throughout the year. It is essential that non~school users follow the
guidelines established in each respective building.
1.

All young persons should have ample competent adult supervision.
Youngsters must not be allowed to sit on mats or use gym equipment
unless previously arranged for.
They should be required to remain
in the gym area until the activity is over, Clean tennis shoes or
stocking feet are the only footwear allowed in the gym. Tennis
shoes that are worn as street shoes are not to be used on the gym
floor.
If youngsters leave the gym for use of lavatory facilities,
adult supervision must be present.

2.

School and school related activities have priority. Sometimes school
activities are scheduled after a group reserves the facility.

3.

Damaged or stolen equipment must be replaced.
damage may lose the use of the facility.

4.

The universal gym is off limits to all except junior high students.
This includes all accessories that work in conjunction with the main
machine.
(Off limits means no one sitting or hanging on any part of
the equipment.)

5.

Equipment room and locker rooms are off limits. Lavatories in the
band hall are available and must be closely supervised and left in
good condition.

6.

If physical education equipment such as mats, balls, etc. are used,
prior communication with the physical education instructors must take
place as certain guidelines have been established with students on
equipment use. We would expect these policies to be followed by
individuals or groups using the gym.

7.

Bleachers were recently re-conditioned. Definite procedure has been
established for opening and closing the bleachers. If bleachers
must be used, contact Mr. Chissus and let him know what your needs
might be. We will open and close the bleachers for you. Students
will not open and close the bleachers under any circumstances.

8.

Throwing or kicking balls against the wall, ceiling, equipment or
bleachers will not be allowed.

9.

Gym usage for soccer will be limited to the teaching of fundamentals
such as dribbling, passing, etc. Scrimmaging or playing a soccer
game will not be allowed in the gym area.

Organizations causing
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ELECTRICAL OUTAGE
1.

Hold kids: Regardless of when the outage occurs or what class you
have--HOLD them, While there are many classrooms that have enough
light to adequately handle an electrical outage, the hallways in the
main building on both the second floor and the basement are in almost
total darkness. The classrooms on the second floor numbering 207--208
are in total darkness, while 202, 203, 204 are a little better off,
but still have a rather severe problem. The bathrooms are also in
total darkness; therefore, to release kids for their next class would
be a near disaster.
207
208
204
202

should
should
should
should

report
report
report
report

to
to
to
to

206 and share with that teacher
205 and share
the library
200

All others should remain exactly where they are.
2.

In a situation where the emergency lighting system fails, bathrooms
and hallways are off limits except for emergency purposes. Persons
with flashlights can assist on the lower floor but at best we can only
deal with two or three at a time.
If the emergency lights are on,
it is absolutely imperative that teachers be in the hallways and
bathrooms to supervise. The lighting consists of single bulbs that
come out of the ceiling and horseplay can result in broken bulbs
and the possibility of electrical shock. Students are to be much
more controlled; i.e., no running or chasing, no horseplay or whatever.

3.

We should plan to return to the normal schedule as the situation
returns to normal, but we never know how much time we will lose.
Therefore, if there are ten minutes or more of actual time left in
the lost period, we should take advantage of it by going to that class.

4.

Clocks will obviously be off schedule for the rest of the day so please
synchronize with the master clock and observe the bell schedule, Once
again, it's rather important that we are consistent since one group out
four or five minutes early can really disturb another group while a
group that is held over poses the same problem.

5.

Those teachers that have the rooms in darkness will have flashlights
and work out a plan to maintain fresh batteries.

Some additional information might help as students question you about
the situation. We just can't stop and send students home because;
1.

We don't know how long the lights will be off and with some electrical
outages, only one school might be out. We are on a severely restricted
busing program. We have enough buses to take home about one third of
the students at a time.
In many cases there is no one at home and
parents can get rather upset if we send students home (especially
elementary students).
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ELECTRICAL OUTAGE (cont.)
2.

It appears that the best thing to do (except in extremely cold
conditions) is to remain at school with a rather restricted program.

3.

The emergency system will take care of lighting only. Therefore all
other aspects of our electrical system are inoperable,

RECOMMENDED PROCEDURE REGARDING BOMB THREATS
Please become familiar with this information.
Upon receiving a bomb threat:
1.
2.
3.

)

Make notation of: Exact time of call and exact wording the
subject used.
Notify building administrator immediately.
Fill out King County Bomb Threat Report (time permitting).

The building administrator will be responsible for the following:
1. Notify the Fire Department.
2. Notify King County Police.
3. Notify the Superintendent's Office.
4. Make a final decision (after conferring with others at the scene)
whether evacuation is necessary.
5. Initiate evacuation if required.
6. If it is decided that the threat was a hoax, a quiet inspection
of the building will be made.
TEACHERS:
CUSTODIANS:
ADMINISTRATORS:

7.

Will search the room that they are in when notified of
threat.
Will search the storerooms, boiler rooms, closets, etc.
or any other place that they feel an object may be hidden.
Will search student lockers and other areas where keys
are required to gain entrance,

If in the process of evaluation it is decided that there is a
possibility of a bomb being present, the following steps will be
taken:
7.1 A routine bomb threat drill will be called at least fifteen
minutes prior to any known time of detonation, The building
should be entirely cleared with the exception of the "search
teams".
(Fire drill procedure)
7.2 The "search team" will conduct its search,

The following steps will be taken if the building is to be cleared:
1.

If the weather is inclement, a search of the gym or covered play
areas will be made first and then the students will evacuate to
these areas.

2.

If the weather is not inclement, the students will be evacuated
outside using regular fire drill procedures.
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RECOMMENDED PROCEDURE REGARDING BOMB THREATS (cont.)
3.

Teaching personnel will be stationed near all exits to prevent
re-entry of the building during the search period.

4.

The building may be re-occupied fifteen to twenty minutes after
the alleged "explosion time".

The code to be used in relaying of information regarding a bomb scare
is Code 12. The final decision as to whether or not evacuation of a
building is to be made rests on the building principal or his aide.

ENROLLMENT OF NEW STUDENTS
New students will report to the counselor if the counselor is present
in the building, or to the principal's office when the counselor is not
available. A program of studies will be planned as well as a general
orientation of our school.

WITHDRAWAL FROM SCHOOL
Complete records must be kept of each student enrolled in Tahoma Junior
High and complete records of those students transferring out. The
procedure for transfer and or withdrawal from school is as follows:

)

1.

The student secures a withdrawal slip from the office.

2.

The office will notify all teachers prior to withdrawal.

3.

Each teacher will clear books and materials issued to student
and indicate this clearance on the withdrawal slip.

4.

Teachers: Please make certain all grades are properly recorded
on the withdrawal slip and turned into the counselor for posting
at the appropriate time.

MAILBOX
Check your mailbox daily for special individual bulletins, bulletins
to be routed and bulletins or mail pertaining to your subject area.

BOARD PRESENTATIONS
The following information is provided for the purpose of facilitating a
smooth presentation of materials to the Board for its approval and complying with Board wishes. The individual involved should contact the
Superintendent in written form regarding that the presentation item be
placed on the Agenda.
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BOARD PRESENTATIONS (cont.)
1.

2.
3.
4.
5.

Clear title
Date
All copies three hole punched
Pages numbered
Supply the Superintendent's Office with seventeen copies. It
should be noted that the presentation should be in the best
form grammatically--no spelling errors.

Time Line:
1. Board meetings take place on the second and fourth Wednesdays
of the month at 7:00 p.m.
2.

The Clerk of the Board mails each member of the Board all materials
pertinent to the coming meeting on the Thursday before the regularly
scheduled meeting.

3.

Any prepared materials should be in the Superintendent's Office
no later than Wednesday prior to the regular meeting.

4.

We cannot assume that the above steps will automatically provide
for the presentation to be placed on the Agenda for the coming
meeting.

EYE GLASSES

)

One of the stated goals of the Maple Valley Lions Club is sight conservation. Along with the "White Cane Day" project in the spring, the Lions
Club provides eye checks and glasses to those students who are in need.
Those students are out there in your classes. Please take a "LOOK" and
contact the counselor or me for a referral form.
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TAHOMA JUNIOR HIGH SCHOOL
ADVISER's DUTIES FOR SCHOOL SPONSORED EVENING ACTIVITIES

Preface
Activities are presented by you and your group for the following reasons:
1) Since there is little or no evening activity in our area, we have
assumed some of the responsibility.
However, this is not a paramount
reason.
2) Group money raising to improve the program or buy equipment
gives purpose to the activity. 3) As a learning situation, there is
opportunity for planning and working together that might not occur in
the classroom.

Adviser's Duties
1. Take complete charge of the activity checking only on vital points
with the principal. Areas of concern here would be: amount of money
spent on activity as compared with return; type of entertainment,
music, etc.; available dates; other areas of concern.
2.

Obtain from the principal's office well in advance of your preferred
date two copies of the form entitled "Proposal for Junior High
Activity". This form should be placed before the Student Council
for approval of date at least two weeks before that date. A representative of your group could also appear before the Council. After
the date has been approved, the proposal should be then completed and
in the principal's office at least one full week before the event is
to take place.

3.

If you feel there is value in students making contacts with the
principal or other adults, feel free to proceed,

4.

It is essential that you obtain the help of our custodians. They
will help you set up, arrange for extra waste containers, seating
arrangements, extra tables, staging and understanding of heating
and lighting situations.
It is also essential that Mr. Chissus, or
physical education and athletic department chairman be contacted
prior to the final arrangements.

5.

Lighting is always a problem, and will probably continue to be a
source of irritation. However, all exit lamps must be lighted and
at least one overhead bank in the gym plus all hall lights.

6.

It is essential that we have control over the students' whereabouts
and who is attending; therefore we should follow a certain procedure.
When the date is announced in the bulletin, it should also be mentioned
who may attend other than our own students: seventh and eighth graders
only. Guests must be registered in the office with the name of the
student who is host/hostess, name of school, address and phone number.
This list of names should be in the hands of the adviser for the evening
activity.
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ADVISER'S DUTIES (cont.)

7.

All publicity should be handled by the adviser and his/her group.
Notice for the bulletin should be written and given to Mrs. Gegoux
in time to give the activity ample advance notice. Posters may be
put up a week or so in advance.
These can be prepared after school
and in the morning. Some of this can also be done by students at home
on their own time. The work area should always be cleaned up and
materials returned to their proper location. Decorations should be
kept to a minimum--no crepe streamers. All work parties are directly
responsible to the adviser.

8.

Tables can be set up in the hallways for coats. A desk and chair
should be set up at the doorway as a ticket desk. An adult should
supervise the ticket sales for at least the first hour as some
students arrive early.
Under no circumstances are students to leave once they have been
admitted,
See policy and procedures.
High school students are to be sent away, unless they have been sent
to pick up younger brothers or sisters.

9.

Additional information:
9.1

Evening activity hours are 7:30 to 10:00 p.m. with no
exceptions.

9.2

The remainder of the school is not open unless an emergency
phone call is necessary.

9.3

Any teacher attending has the same authority as the adviser,
but not the same responsibilities.

9.4

If anyone is aware of students who have arrived, but have not
entered the activity area (possibly left with other persons),
they should place a call to the parents of those involved.

9.5

It is necessary to arrange for the stereo system and mike to
be set up and tested in advance of the activity. These items
are the property of the ASE.
Someone should be appointed as
official D.J. and all other persons should stay out of that
area. We have students who would like to have the D.J. job for
the year and they could certainly be considered for the
appointment.

9.6

Standard fee is 35¢ with ASE card (to be shown at the door) and
50¢ without ASE.

9.7

Chaperones should be provided with information concerning their
duties.
The forms for this are available and should be sent
several days in advance.
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ADVISER'S DUTIES (cont.)
9.8

Every bit of additional clean up after the dance make it that
much easier for the custodian.

9.9

The type of apparel should be determined according to the activity
and should be discussed by the planning committee and the adviser
well in advance, and should be announced in the publicity provided.
If nothing special is necessary, it should be assumed that school
clothes will be the accepted attire and this should also be
mentioned in the publicity.

10. Junior High students are not allowed to attend high school dances.

)
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TAHOMA JUNIOR HIGH SCHOOL
CONFIDENTIAL

Search and Seizure
Rule
The board of directors of a school district enforces rules and regulations
deemed essential to the well-being of the schools.
In enforcing these
regulations, it may become necessary to search a student. While the
school has the right to search a student, it should do so with caution.
The following shall apply to the search of school property assigned to
a specific student (locker, desk, etc.) and the seizure of items in
his possession:
1.

There must be reasonable cause for school authorities to believe
that the possession constitutes a crime or rule violation.

2.

General searches of school property may be conducted at any time.

3.

Search of a specific area assigned to a student should be for a
specific item and take place in his presence.

4.

Illegal items (firearms, weapons) or other possessions reasonably
determined to be a threat to the safety or security of others may
be seized by school authorities.

5.

Items which are used to disrupt or interfere with the educational
process may be temporarily removed from student possession.

Procedure
1.

Inform the student regarding the reason(s) for conducting the search.

2.

Maintain a written record of all conversation leading up to and
including search of a student.

3.

Have at least two school officials present at the time of the search.
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GENERAL INFORMATION/TEACHERS AND STUDENTS

)
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INFORMATION/STUDENTS
STUDENTS AFTER SCHOOL AND HALL SUPERVISION

Please be in the halls during class breaks and keep a sharp eye on fire
alarms. No one will be allowed in the building seven minutes after
dismissal unless a teacher has the student under direct supervision at all
times.
I will be responsible for school service personnel.
If you, as a teacher, have a student staying for a prescribed time and
then dismiss the student, would you make it clear to the individual
student that he/she has seven minutes to exit the building. This policy
is necessary because of vandalism, false fire alarms, etc.
I expect
100% compliance on this and should you as a staff member observe students
roaming the building, send them to me immediately.
Also, please read the following information to students.

TO:

Students

(Staff:

Please read)

All students who are involved in after-school athletic activities must
bring all belongings and books that they intend to take home to their
respective lockers in the shower room.
No students will be allowed in
the main building seven minutes after dismissal unless a teacher is
directly supervising you--no exceptions.

)

Any student in the building seven minutes after dismissal not under
direct teacher supervision will receive one verbal warning first
offense and one week of school service second offense.
Anyone pulling a fire alarm will be immediately turned over to King
County authorities.
Any student(s) loitering near any fire alarm in the building during
class break, lunch or before and after school will receive a verbal
warning first offense and closed lunch until further notice second
offense.
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STATE OF WASHINGTON
SUPERINTENDENT OF PUBLIC INSTRUCTION--OLYMPIA
PUPIL TRANSPORTATION;

)

Section V-B Pupil Trans.
SPl Olympia, WA 9/73

RULES FOR STUDENTS RIDING SCHOOL BUSES

1.

The driver is in full charge of the bus and pupils.
the driver promptly and willingly.

Pupils must obey

2.

Pupils shall ride their regularly assigned bus at all times unless permission has been granted by the school authorities.
School authorities
should verify with the drivers the availability of extra seating. space
and should not issue bus passes for non-regular riders if it will cause
standees on the bus.

3.

Unless by written permission of school authorities, no pupil shall
be permitted to leave the bus except at his or her regular stop.

4.

Each pupil may be assigned a seat in which he will be seated at all
times unless permission to change is given by the school principal
and/or driver.

5.

Outside of ordinary conversation, classroom conduct must be observed.

6.

Pupils are to assist in keeping the bus clean by keeping their waste
paper off the floor.
Pupils must also refrain from throwing refuse
out of the windows. To help keep the bus clean, eating is not allowed.

7.

No pupil will smoke or light matches on a school bus.

8.

No pupil shall open a window on the school bus without first getting
permission from the school bus driver.

9.

No pupil shall at any time extend his or her head, hands, or arms out
of the windows whether the school bus is in motion or standing still.

10.

Pupils must see that they have nothing in their possession that may
cause injury to another such as sticks, breakable containers, any type
of firearms, straps or pins extending from their clothing. Also, no
animal is permitted on the bus except for "seeing eye" dogs,

11.

Each pupil must see that his books and personal belongingsare kept
out of the aisle. Special permission must be granted by school
authorities to transport any large items.

12.

No pupil will be allowed to talk to the driver more than is
necessary.

13.

No pupil will sit in the driver's seat, nor shall any pupil be
located to the immediate left or right of the driver.

14.

Pupils are to remain seated while the bus is in motion, and they
are not to get on or off the bus until it has come to a full stop.
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RULES FOR STUDENTS RIDING SCHOOL BUSES (cont,)
15.

Pupils must leave the bus in an orderly manner and must obey the
orders of the school safety patrolman on bus duty. They must not
cross the highway until given consent by the school bus driver,
When boarding or leaving the bus, pupils should be in view of the
driver at all times.

16.

Pupils must cross the highway only in front of the school bus and
never behind it,

17.

Pupils must not stand or play in the roadway while waiting for the
bus. Pupils should leave home early enough to arrive at the bus
stop before the bus is due.

18.

Self-discipline should be exercised by pupils at the bus loading area.
Students should refrain from pushing or shoving other students.

19.

Pupils who have to walk some distance along the highway to the bus
loading zone, where practicable, must walk on the left-hand side facing
the oncoming traffic. This will also apply to pupils leaving the
bus loading zone in the evening.

20.

Students' misconduct on a bus will be sufficient reason to discontinue
providing bus transportation to those students involved.

21.

In the event of an actual emergency, emergency exit procedures, as
established by the emergency exit drills, will be followed.

22.

Parents of students damaging school buses will be responsible for
proper reimbursement to the school district.

23.

Pupils are not to run errands between the bus stop and their home.

)

Some confusion has arisen concerning the relative responsibility of the
bus driver and the teacher for discipline when a teacher has a group of
students on the bus.
The School Bus Driver's Handbook, published by the SPI's office includes
the following regulation:
"2.

When a teacher, coach, or other certificated
staff member is accompanying students on the
bus, such person will be responsible for the
behavior of the students in their charge; but
should a situation arise involving the safety
of the students or other persons, the bus
driver shall have final authority and responsibility."

In keeping with the above regulation, teachers should become aware of the
"Rules for Students Riding School Buses".
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RULES FOR STUDENTS RIDING SCHOOL BUSES (cont.)
In building a good relationship, bus drivers are able to return the favor
of assistance by helping to chaperone students on field trips if it doesn't
interfere with their other duties.
To promote good working relations, the driver and the teacher should discuss
their wishes with each other before the trip.

BUS PASSES
All bussed students must ride their regular bus home unless they bring
a signed note from parents to the office. A bus pass will be issued to
ride another bus (this must be secured in the morning).
Students planning
to walk from school must bring a signed note from parent or guardian so a
walking pass can be issued regardless of the time of day.
Students
planning to walk home in lieu of bus transportation must have a permanent
walking pass.

CONFISCATED ITEMS
Materials or objects that interfere with the instructional process are
to be picked up and stored in your room or turned into the office until
the end of the school year, or when you as a teacher feel that the item can
be returned.

)

Do not destroy student property.

Items that have been a problem are:

transistor radios, squirt guns, sunglasses (if worn in the classroom)
and any other item that you as a teacher feel is a disruption to the
educational process.

MOVIE POLICY--AFTER SCHOOL
1.

Movies will begin ten minutes after the end of the school day.

2.

No one will be admitted ten minutes after scheduled start time of
movie.

3.

No food or drink will be allowed in the auditorium.

4.

Movies are for seventh and eighth grade students only-~no elementary
or high school students will be admitted.

5.

Once you have entered the auditorium, there will be no pass outs for
any reasons.

6.

Removal from the auditorium for inappropriate behavior will result in
a trip to the office. Parents will be called to pick up the student
and he will not be allowed to attend any more movies.
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MOVIE POLICY (cont.)
7.

No one may leave the movie early unless parents are here to pick you
up. Once you enter the auditorium, you must stay until the movie is
over.

8.

Seven minutes after dismissal all students must be under direct supervision of a teacher--if you remain at school.

9.

All rules and regulations pertaining to students during school hours
apply to after-school activities.

ACTIVITY PROGRAM
Our staff has
It is my hope
The following
shall contact

always been generous when it comes to extra assistance,
that this tradition will continue in the coming year.
areas have been sponsored with volunteer help and I
you individually.
Calendar
Sunshine Fund
Honor Society

M. C. Assemblies
Pep Club
Student Council
Audio-Visual

INTERSCHOLASTIC ATHLETIC PROGRAM PROVIDED (SALARIED POSITIONS)

)

7th and 8th grade football
7th and 8th grade girls' volleyball

Head Coach
Assistant
Head Coach

7th and 8th grade boy's basketball

Head Coach
Assistant

7th and 8th grade girls' basketball

Head Coach
Assistant

7th and 8th grade wrestling

Head Coach
Assistant

7th and 8th grade girls'/boys' track

Head Coach
Assistant

7th and 8th grade baseball

Head Coach
Assistant

ATHLETIC CONTESTS
Students are encouraged to attend the home athletic contests. There is
no charge. Transportation home must be provided by the parents, Therefore, the following points must be observed,

)

92

ATHLETIC CONTESTS (cont,)
1.

Games start at 3:15 p.m. Have your own transportation available at
the conclusion of the respective activity,

2.

Make your transportation arrangements ahead of time. If for some
reason this is not possible, the pay phone will be available but not
the office phone.

3.

Take books and other needed materials with you to the game. The main
building will be locked seven minutes after dismissal. Bathrooms will
be available in the hallway next to the bandroom.

4.

If you attend football games, there is no protection from the weather
during the rainy season; dress accordingly.

5.

These are school activities; therefore, all rules and regulations in
regard to smoking, alcohol, drugs and school boundaries will be in
effect. Violations will be handled in the same manner as they would
during the nonnal school day.

6.

If proper arrangements have not been made with parents to attend the
game, do not stay; go home on the bus,

WRESTLING AND BASKETBALL GAMES
1.

Please stay off the gym floor with street shoes or tennis shoes
that have been worn outside.

2.

Please do not bring pop into the gym.

3.

Please give your full attention to the activity. This means you
shouldn't be running around and don't get involved in horseplay that
detracts from the activity.

4.

Support the cheerleaders by coordinating your cheering with them and
be a good audience. Be polite and show good sportsmanship.
"Respect
everyone especially members of the visiting school."

5.

Only the gym area will be open.
building.

6.

Cheerleaders are expected to stay for all contests and must actively
support our teams regardless of the score.

Do not enter the remainder of the

HIGH SCHOOL ATHLETIC CONTESTS
All junior high students who attend high school games are under the
jurisdiction of school authority and must not smoke, use alcohol or be
involved with other drugs. Violation will result in the same punishment
as during school hours. Fighting or hazing of students at these events
will also come under the same punishment guidelines. You,as students,
are there to watch the games and are guests of the high school. Your
attendance privileges will be revoked if there are problems.
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DANCES
The following information is policy for junior high dances.
1.

)

The dances start at 7:30 p.m. and end at 10:00 p.m.
1.1

Do not arrive before 7:15 p.m.; doors do not open until 7:30 p.m.

1.2

Please ask your parents to be here promptly_ at 10:00 p,m. to pick
you up1 doors close at 10:00 p.m. and i t is very rude to keep
chaperones waiting for your rides to pick you up.

2.

Dances sponsored by the various organizations at school are for seventh
and eighth grade students only including guests from other schools.

3.

All students will be required to enter the gym shortly after arrival
and must remain in the gym until the end of the dance (10:00 p.m.).
Any student including guests who wish to leave early must have his
ride come to the gym to pick the individual up.
Students will not
be allowed to leave early to walk home.
If these procedures are too
difficult for students to follow, then don't attend the dance,

4.

Alcoholic drinks, other drugs, smoking, necking or petting will not
be permitted.
(Same punishment for violations as during school hours.)

5.

Only the teacher in charge will regulate lights.

6.

Respect: Remember that this activity is a privilege and you earn more
of these privileges by your actions at the dance.
6.1

Respect for each other. Be courteous to one another. Have fun
without pushing, shoving or fighting.
Keep remarks to each other
pleasant.

6.2

Respect for adult chaperones and teachers: Our teachers and adult
chaperones give voluntarily extra time for this evening activity.
Be courteous and let them know you appreciate their efforts. Any
disrespect or disobedience of a lawful request will prevent future
attendance,

6.3

Respect for property: You are in a teacher's classroom (gym).
Keep the area neat and clean. Respect equipment and follow
procedure outlined by teachers in regard to the care of this
equipment.
No drinks in the gym.

7.

Use garbage containers.

Guests: Must have been registered a minimum of two days prior to
the dance in the office with full name, address of school, school
telephone number and the guest must be a seventh or eighth grade
student. Sixth grade and below are not permitted and ninth grade
and above are not permitted.
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8.

The school principal usually attends all student activities and
reserves the right to exclude any student whom he feels is not
deserving of attending activities. Should violations occur during
the activity, students will be sent home. Further disciplinary action
may follow.

STUDENT SCHEDULES
You may need the following information to interpret to the students the
schedules they receive.
Period (first column)-~meaning is obvious, Many students will have
a period shown twice somewhere on their schedules. This means that the
student has two one-semester courses during that period, one of which is
during the first semester, and the other is during second semester, To
tell which one is first, see the "semester" column.
Room--obvious
Teacher--obvious
Days--Indicate days of week a course meets. Most classes meet all
five days--indicated by a MTWTF in that column.
Course title--obvious
Semester--A one (1) in that column indicates that the course meets during
the first semester only. A two (2) indicates that the course meets during
the second semester only. A three (3) means that it is a full-year course.
The student's schedule this semester is shown by the "ONE" and "THREE"
courses.
Credit--students do not need to worry about it.
Course number--tell students to forget this column.
At the top of the page, the student will find his pupil number.
He does
not need to memorize or worry about this for any reason. At the bottom of
the page is miscellaneous information. Students do not need to be concerned
about this at this time. We will update information in a few days.

LOCKER EXPLANATION
Some students will be required to share lockers because of insufficient
numbers to match student population. A locker will be issued by homeroom
teachers (first period). The students assigned to lockers will keep
this locker for the entire year unless the assigned locker is changed
by the homeroom teacher or the principal,
Students must furnish their own keyed locks where required.
Students
must provide home room teacher with a key, Please no combination locks.
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LOCKER EXPLANATION (cont.)
Students are responsible for care of the lockers--cleanliness and
neatness. Not allowing students to go to their lockers after class
has begun can be our greatest deterrent to theft.
Students are to
be informed that leaving valuables and money in their lockers is
at their own risk. Girls should have purses in their possession
at all times.
Individual teachers can have locker checks at any time. A list of
lockers in your bank which shows assigned and unassigned lockers
must be turned into the office as soon as student population stabilizes
in the fall.

HONOR ROLL
The Honor Roll is a select list of all seventh and eighth grade students
who have achieved high grades. This list is composed at the end of each
quarter after report cards have been delivered. Any student making the
Honor Roll for all three quarters is a member of the Honor Society and
is eligible to go on the year-end field trip. To qualify for the Honor
Roll the student must:

)

1.

Have no grade lower than C and an average of a B (3.2) or better
in all classes.

2.

Have no incomplete grade in a class.

3.

Have a good record of citizenship at school in and out of the classroom. This will be checked with each student's classroom teacher.

Considerations on incompletes will be handled through Mr. TirR's office
and only in cases where illness has restricted in-class performance
that cannot be accomplished at home.
Mrs. Kathy Jonson (Room 205) is Honor Roll/Honor Society adviser.
questions concerning requirements should be directed to her.

Any

SNOW BULLETIN
We seldom miss a day of school because of snow conditions. Sometimes
school starts an hour late and/or we are on emergency schedule. Communication on these poor weather days is via the local radio stations: KVI,
KJR, KIRO and many others. Please turn your radio on and listen to the
6:30 a.m. news and announcements for school closures or late starts and
emergency schedules
DO NOT CALL THE SCHOOLS OR BUS GARAGE
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SNOW BULLETIN (cont.)
Should school start late, we will always report to first period
(homeroom) and then follow this schedule;
One hour late:

Report to first period
Skip second period
Report to third period--instead of second

Two hours late;

Report to first period
Skip second period
Skip third period
Report to fourth perioa~~and lunch

We will follow this schedule for all late starts.

SNOW PLAY
All snow play and snowballing will take place on the football field and
in no other area around the Junior High,
If you do not wish to engage
in snow activities, do not go out to the football field.
Snow or snowballs thrown near cars, in the bus loading area, in the parking lot or
near any windows, doors or in the building will not be tolerated and will
result in school service. Any snow brought into the building other
than what is on feet will result in a reduction of populace in the
Tahoma Junior High. Have fun; but follow rules as outlined.

)

Staff:

Should school start late, arrive as close to normal reporting
time as safety in transit will allow.

HOME GAMES, WRESTLING MATCHES, TRACK MEETS, ETC.
Students who stay for athletic events must comply with the following
procedure--no exceptions.
1.

Arrange transportation at least one day in advance. Eighth grade
games end at 4:30 p.m. and seventh grade games end at 5:45 p.m.
Have your rides available at that time.

2.

Only team members and cheerleaders will be allowed on the 5:15 p,m.
Activity Bus on home game day -- team members only on non-game days.
Authorized riders will have a pass. No one without a valid pass
will be allowed on the Activity Bus. All drivers have been alerted.

3.

All students must be out of the main building and adjoining wings
unless under direct supervision of a teacher seven minutes after
dismissal. Those riding buses and not staying for the activity
must be on board the bus five minutes after dismissal, Students
staying for the game or activity must go directly to the gym and
be seated in the bleachers. Once you enter the gym you will not
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HOME GAMES (cont.)
be allowed out until the end of the game or games or until your
ride has arrived, Once you pass out of the gym, to go home, you
must do exactly that--leave campus.
4.

Staying for after-school activities does not exempt you from rules
and regulations and does not give you a license to be disrespectful
to adults or fellow students.

5.

No one will be allowed to pass out of the gym to call parents for
rides from today forward,

FREE TIME BEFORE AND PRIOR TO PERIOD 1

)

1.

No student who arrives early will be allowed in any part of the
building prior to one-half hour before the start of school.

2.

All students are encouraged to use homerooms, the Cubs' Den, and
library prior to passing to first period.
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TAHOMA SCHOOL DISTRICT POLICIES

)
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DISTRICT POLICIES

P.

40. 2

Non-Discrimination

The Tahoma School District No. 409 will not discriminate in any
phase of its operation on the basis of age, sex, marital status,
race, creed, color, national origin, minority status, or the
presence of any sensory, mental or physical handicap unless
based upon a bona fide occupational or participatory qualification
unless such discrimination is specifically allowed or required
in law, or regulation as is the age requirement for school
enrollment.
Revised:
Adopted:

P 238.01

)

5/7/76
5/25/76

Use of Auxiliary Personnel

Auxiliary personnel may be utilized in the instructional program as
aides, assistants and trainees or volunteers,
Such personnel shall
not be accounted as teachers, nor authorized to serve as teachers.
They are to serve in a supportive role to the professional staff which
is directly responsible for the instructional program.
Under the direct supervision of the professional certificated staff,
auxiliary personnel may supervise small or large groups of students
at recess, lunch or study. The supervising teacher need not be
physically present at all times in the same place as the students
and the aide.
The district administration will develop written policies, standards
and procedures for selecting,employing,assigning, training and
evaluating auxiliary personnel.
Adoptedi

6/8/76
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ADMINISTRATIVE DIRECTIVE - AUXILIARY PERSONNEL

1.0

Selection
1.1

Job announcements will be published in keeping with employee
contracts and legal requirements by the school district
office or other designated administrator.

1.2

Applications

1.3

The appropriate program manager will interview the
qualified finalists and recommend employment to his/her
supervisor.

1.4

The following standards will be utilized in determining the
applicant's qualifications:
1.41

1.42

will be received on the approved district form.

Technical
1.411
Appropriate ability to write, read, spell, type
and follow oral and written communications at the
level of competence deemed appropriate by the
manager for the particular position under consideration.
1.412

Ability to learn policies and procedures and to
apply them with good judgment.

1.413

Ability to operate machinery appropriate to the
position under consideration.

1.414

Must have technical training appropriate for the
position and/or be willing to obtain training
as required.

1.415

Willing to pursue additional training as required.

Personal
1.421
Must be able to perform in a calm, efficient, fair
and courteous manner at all times including under
periods of heavy pressure and frequent interruptions.
1.422

Ability to establish tactful, cooperative and
effective working relationships with administrators,
other employees, parents and students.

1.423

Must be neat and well groomed.

1.424

Must possess good health and emotional stability.

1.425

Must be able to maintain confidential communcations.
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ADMINISTRATIVE DIRECTIVE (cont.)

2.0

3.0

1.426

Must be regular and punctual in attendance.

1.427

Previous background must be appropriate for a
person who will be working near or with minors.

1.428

Must possess flexibility to accept change in
planning and activities,

1,429

Is able to recognize needs of the individual child
and adapt to meeting those needs.

Training
2.1

Selected aides will receive orientation relative to the school
district, building location, and the aspects of the particular
position,

2.2

Some positions require technical training prior to commencement of assigned responsibilities.

2.3

Managers will provide appropriate in-service training as
required to maintain competencies and to meet technical
advancements in the position.

2.4

Managers will provide on-going orientation sessions and
inservice seminars to keep employees aware of changes in
policies and procedures.

Evaluation
3.1

Aides will be evaluated annually by the appropriate
manager utilizing appropriate district forms and
procedures.
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School Facilities Use

All school facilities except those reserved by School Board action
shall be made available for use by community groups when such use
does not conflict with the regular educational program or previously
scheduled activities.
Scheduling such use shall be arranged through
the building principal. Community groups shall gain priority status for
the use of specific facilities based on past use and established
seasons so long as they abide by the district administrative rules
and regulations , A copy of the most current rules and regulations
shall be distributed to all Board members as adopted.
Using organizations shall be responsible for the care of the facilities
and shall furnish proof of adequate insurance,
They shall pay a fee
for their use in keeping with the district rental schedule, or shall
contribute in equal measure to the support and/or development of the
district's facilities.
Revised:
Adopted:

P 1701

5/21/76
5/25/76

Student Discipline

Discipline in the Tahoma School District is for the purpose of developing
student self-control.
Students are expected to respect the rights of
others, the property of others, the property of the School District, to
obey school rules and to complete their assigned work.
The application of discipline shall be firm, fair, consistent and
reasonable.

P 1701.1

Corporal Punishment

Reasonable corporal punishment may be administered after consultation with
the principal, and only in the pesence of another professional staff
member.
Reasonable corporal punishment shall only be used after milder
forms of punishment have been used without success, after a warning that
the particular offense and circumstance will result in corporal punishment
and where there is reason to believe that corporal punishment will effect
the desired change,
If possible, parents should be advised of the decision
to administer such punishment and the supportive reasons therefore, A
staff member may, however, use reasonable physical force against a pupil
without advance notice to the principal when it is essential for self
defense, the preservation of order or for the protection of other persons
or the property of the District.
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POLICIES GOVERNING USE OF SCHOOL BUILDINGS, EQUIPMENT AND GROUNDS
Payments:
AJJ.basic charges and charges for services performed by custodians, cooks,
supervisors, etc,, shall be arranged by and paid to the School District's
Business Office unless otherwise especially arranged. These employees are
then paid by regular payroll. pnles s other wi se a r ranged all o r g anizations
or g roups are r equ es ted not to make any payment directly to any school
employee, or make any ind i v idual arrangements with employees as to
service charges, All basic or service charges or damages shall be billed
from the Business Office; directly to the applicant, immediately following
the month during which facilities were used,
User charges will be deter~
mined on a cost basis established by the Board of Directors as an addendum
to the basic policy.
(See Rental Schedule attached,)

Schedule is tabulated for schools of similar construction and size, based
on cost factor:
$1.65 per hour per 1,000 sq. ft.

A $5.00 minimum rate (per overall usage each time) will be charged no
matter how small the usage.

If a supervisor (custodian) is not regularly on duty, additional charge of
$8.46 per hour will be made for time of utilization.
(All supervisors will
be paid a minimum of two hours after their regular 8-hour day, 40-hour
week.)

Additional charges will be calculated by the Business Office as required for
special usage and unusual cleaning. These rates are to be reviewed on an
annual basis. This schedule is retroactive as of the beginning of the
1975-76 school year.
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TAHOMA SCHOOL DISTRICT NO. 409
Maple Valley, Washington
October 1 7 , 19 7 5
FACILITIES RENTAL FEE SCHEDULE
GROUP I

Organizations that are open to all members of the community, that
serve the youth or general public, or that are governmentally sponsored
such as Boy Scouts, Girl Scouts and King County Parks, are exempt from
rental fees for buildings or grounds. These groups are encouraged to
contribute toward the maintenance and/or development of the facilities
through service projects or contributions,

GROUP II -

Sectarian groups, cultural advancement groups, municipal groups,
youth recreation groups, service organizations of a temporary
basis pay nominal rental fees in addition to custodial charges
in order to cover the actual costs of opening the building.
These groups are as follows:
Charitable Associations such as
Orthopedic Guild
Lions' Club
V. F. W.

Religious Groups
Partisan Political Groups
The following hourly fees shall be used for rental of Group II
Elem,
Facility
Cedar River
Auditorium
Gymnasium
$7.00
Multi-purpose Room
$6.00
$6.00
Cafeteria (Excluding Kitchen)
$1.80
$1.80
Classroom
$10.00
Kitchen (SLES)
Shops - Costs to be computed based on equipment to be

Jr. & Sr. High
$10.00
$10 .oo
$15.00

$ 1.80

$1.80

used.

GROUP III - Organizations which charge admission and place the school in a position
of competing with private halls or auditoriums are discouraged from
renting.
If allowed the following hourly fees shall be used for
rental with custodial charges added:
Facility
Elem.
Cedar River
Auditorium
Gymnasium
$15.00
Multi-purpose Room
$10.00
$10.00
Cafeteria (Excluding Kitchen)
$10,00
$10,00
Classroom
$ 5,00
$ 5.00
Shops - Costs to be computed based on equipment to be
GROUP IV -

Jr. & Sr. High
$25,00
$35.00
$25.00
$35.00

$ 5.00
used.

$ 5.00

Extension courses offered by accredited instruction of higher education
for the purposes of continuing education and/or in-service education
or vocational education shall be charged a fee of $.90 per hour for
classroom use.

TAHOMA SCHOOL DISTRICT NO. 409
21630 244th Avenue S.E,
Maple Valley, Washington
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(Please submit 4 copies)
(Date Application Submitted)
APPLICATION FOR COMMUNITY USE OF SCHOOL FACILITIES
1.

(Name of Organization)

(Street/Post Office Box

City

Zip)

(Phone)

(Name of Person in Charge)

(Street/Post Office Box

City

Zip)

(Phone)

2.

Specific Facilities Requested _ _ _ __ _ _ _ _ _ _ _ _ _ _ _ __

3.

Time: From
- - - - - - to
(Date Facilities Requested)
(Day of Week)
(Unless otherwise arranged, building will be open one-half hour before and after
time it is requested with charges as per specified rates on Rental Schedule.)

School

4.

What is nature and purpose of use?

5.

What type of supervision will be provided?

6.

Will there be an admission charge, collection, or funds solicited?
If admission, state amount:

Adults

- --------

Children

For what purpose will proceeds be used?
POLICIES GOVERNING USE OF SCHOOL BUILDINGS, EQUIPMENT AND GROUNDS
1.

Application for a school facility shall constitute acceptance by the applicant of
the responsibility for any damage done as a result of their use, and willingness
to comply with all rules and regulations regarding the use of school facilities
as prescribed by the School Board.
In the event of damages, applicant shall
accept the Business Office's estimate of the amount of same.

2.

The applicant must exercise the proper care in the use of school premises and
agree to protect, indemnify and save the Tahoma School District harmless from
all liability resulting from use of the requested facilities.

CHARGES
$

- - - - - per

hour for usage ($5.00 minimum charge)
Applicant's Signature

$ _ _ _ _ _ per hour for usage

(See reverse side for Rental Schedule)
$8.46 per hour additional charge if a
head custodian is not regularly on duty
Applications for specialized athletic fields and
facilties require approval of Athletic Director

Principal's Signature

Superintendent's Signature

Athletic Director, if required
Custodian's Signature _ _ _ _ _ _ _ _ _ _ _ _ _ ____ (Custodian -; After usage, sign your
copy and leave form at office for forwarding to District Business Office.)
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Student Involvement on School Decision Making

It shall be the policy of Tahoma School District No. 409 to encourage
active participation of senior high school students in the decision
making processes of the district. The Student Council is recognized
as the official body through which student participation will be
coordinated in such ways as the following:

)

1.

Advising the administration on questions which arise concerning the
appropriate degrees of autonomy versus informity in the high school
programs, regulations and activities.

2.

Advising the administration on appropriate forms of student government organization and participation in decision making processes at
the high school level.

3.

Appointing student representatives to any advisory committees, as
requested by the superintendent.

4.

Selecting a student representative and alternate to serve as a
non-voting student advisor to the Board, subject to the following
provisions: The student advisor shall
a.

be selected each spring by a majority vote of the High School
Student Body to serve a one-year term, July 1 through June 30,
with the individual receiving the second highest number of
votes being designated an alternate;

b.

be encouraged to study materials and attend public Board
meetings, from the time of selection to the beginning of
the term, for purposes of orientation;

c.

be a member of the senior class during the term served;

d.

be charged with the responsibility of determining
representative student opinion on major issues when
speaking as a student representative on those issues and
keeping the alternate well enough informed to assure
continuity of student representation when the alternate
participates in the place of the regular representative;

e.

be charged with the responsibility of reporting to students
on the Board of Directors' deliberations and decisions of
concern to students and making a report to each student
council meeting;

f.

prepare for meaningful participation in Board meetings by
studying agendas, reports and other materials provided £or
study prior to Board meetings and doing necessary research
to be informed;
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g.

attend all regular public meetings of the Board as a fullfledged participant in discussions, but without the right
to make motions, vote, or hold office;

h.

refrain from making the Student Council responsible for
anything that has not been previously approved by the Council;

i.

be subject to recall by a four-fifths vote of the student's
voting if the students feel he/she is not doing his/her
job to the best of his/her ability.

Approved:

P 280.0

4/13/77

Curriculum Adoption Policy

A dynamic instructional program requires periodic alteration in the
on-going courses of study. Such changes are encouraged, however,
no course of study shall be eliminated or new courses added without
approval of the Board, nor shall any basic change in a course of study
be made without such approval.

)

/

Exceptions from these restrictions are allowed to meet immediate
and unforeseen needs.
Such changes shall be reported to the School
Board at their next regular meeting.
Approved: 1/26/77
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TITLE

I.

A.

Effective Date

B.

Coverage - Any educational institution that receives federal
monies

C.

Grievance

D.

Dissemination - To all students, employees and parents by
October 21, 1975, and continuing dissemination
required:

July 21, 1976
July 21, 1978

Elementary
Secondary

There must be a grievance procedure for students
and employees, both adopted and published

1.

Employment applications

2.

Unions and professional organizations - included within
their agreement

3.

Student publications - Student papers within
registration packets

4.

Voice of the Valley and Kent News Journal - At time of
registration

Educational Programs
A.

B.

Access to Courses and Programs - All programs must be provided
co-educationally except:
1.

Units on human sexuality

2.

Choral participation based on vocal range or quality

3.

Contact sports in P. E. - Contact sport as defined by
regulations - wrestling, rugby, ice hockey, football,
basketball

4.

Must show evidence of attempting to overcome past discrimination in various classes (e.g, physical education,
industrial, business, vocational, technical, home
a::onoroics, and music courses)

Counseling
1,

_)

WAC 392-196-005 to 080 COMPLIANCE REGULATIONS

General

)
II.

rx,

Different test, or tests which permit different treatment must not be used.
District must monitor counseling
materials and activities.
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C.

2.

Counselors must stress and/or encourage access to all
career opportunities.

3.

Where a particular class contains a substantially
disproportionate number of one sex, the school must
take action to assure that it is not the result of
discrimination in counseling materials or procedures,

Scholarships (Financial Assistance}
1.

School may not provide different amounts or types of
assistances, limit eligibility, apply different criteria
or otherwise discriminate.

2.

Athletic Scholarships - If awarded, must provide reasonable
opportunity for both sexes in proportion to number of students of each sex participating in inter-intraschool
athletics. Separate athletic scholarships for each sex
may be offered in connection with male/female teams.

3.

Single Sex Scholarships - School may assist in the
administration of scholarships and other forms of
financial aid if:
a.

Select recipients on basis of non-discriminatory criteria, not the availability of sex
restricted scholarship.

b.

Ensure that no student is denied an award because
of the lack of a sex restricted scholarship.
For example: Sometimes there are wills and
trusts set up to offer financial aid to high
school students of a particular sex.
Your
school is allowed to offer these sex-restricted
scholarships, provided that the overall effect
of such awards does not discriminate on the basis
of sex. A student who ranks high on your school's
list of qualified students cannot be passed over
in order to grant a sex-restricted scholarship to
a less qualified student of the other sex. Let's
take a closer look at how these sex-restricted
scholarships must be offered.
Suppose a female
student heads your school's list in qualifying
for financial aid. Further suppose that there
is only one scholarship available.
It is offered
through a will, and it is restricted to males.
The top-ranking female cannot be bypassed in order
to award the funds to the less qualified male. The
same rule would apply if the number one place were
held by a male student and the only scholarship
available was restricted to females.
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In a case like this, the school must get
additional funds for the top~ranking student. If the school is not able to obtain
additional money for the most deserving
student, then the sex~restricted scholarship cannot be awarded.
D.

Insurance Benefits
1.

E.

III.

Student medical, hospital, accident, or life insurance
benefits, services, or plans may not discriminate on
basis of sex.

Marital or Parental Status
1.

School may not discriminate against any student in
their education program including any class and/or
extracurricular activity because of pregnancy, child
birth, etc.

2.

Students may voluntarily participate in an alternative
program or activity.

Athletics
1.

Separate teams for each sex are permissable in contact
sports.
(Contact sport as defined by regulations wrestling, rugby, ice hockey, football, basketball)

2.

In non-contact sports, whenever a school has a team in a
given sport for one sex only and the athletic opportunities
for the other sex have been limited, members of both sexes
must be allowed to try out for the team.

3.

School must provide equal athletic opportunity for both
sexes, which is in part determined by the following:
a.

The selection of sports and levels of competition
effectively accommodate the interests and abilities
of both sexes. Student interests must be surveyed
once every 5 years. The content of the survey
instrument may be modified as deemed appropriate to
clarify and assist in the evaluation of student
interests.

b.

Provision of equipment and supplies

c.

Scheduling of games and practice times including
use of playfields, courts, gyms and pools.

d.

Travel and per diem allowance
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4.

IV.

V.

e.

Opportunity to receive coaching and academic
tutoring

f.

Provision of comparable facilities in locker
rooms, showers, toilets

g.

Assignment and compensation of coaches and
tutors

h.

Provision of medical and training facilities
and services

i.

Provision of housing, laundry, and dining
facilities and services

j.

Publicity and awards

Equal aggregate expenditures for men and women do not have
to be the same, but the failure to provide the necessary
funds for recreational and athletic activities for members
of one sex may be considered in assessing the equality of
opportunity for members of each sex.

Textbooks
1.

Instructional materials committee shall establish and maintain appropriate screening criteria designed to identify and
eliminate sex bias in textbooks and instructional materials
including reference and audio-visual materials.

2.

Because existing materials may not be replaced immediately,
each school district should acquire supplemental materials
for the purpose of countering the sex bias of existing
materials.

3.

Compliance with this is dated July 1, 1976.

4.

This is not intended to prohibit the use or assignment of
supplemental instructional materials such as classic and
contemporary literary works, periodicals and technical
journals.

Employment - Maintain all job requirements without regard to sex
unless sex is a "Bona Fide" occupational qualification
(i.e., jobs in locker rooms, toilets)
1.

School district must not make differences on basis of sex
in hiring, firing, promotion, tenure, transfer, layoff,
termination, etc.
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)

VI.

__)

2.

School district must not discriminate in compensation for
equal work or for comparable jobs.

3,

Pregnancy must be treated as a temporary condition,

Enforcement
1.

Title IX procedures require educational institutions
to keep records demonstrating whether they are complying with the law's requirements,

2.

If HEW finds that discrimination exists 1 it must try
to achieve voluntary compliance, Failing this HEW may
then begin administrative hearings which could lead
to termination of federal financial assistance.

3.

HEW can also refer to the Department of Justice for
possible federal prosecution.

4.

If found to be in non-complicance at State level, enforcement may include:
a.

Termination of all or part of State apportionment
or categorical monies

b.

Termination of specified programs in
which violations may be flagrant

c.

Placement of school district on probation with
appropriate sanctions
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P 152

Travel Policy

Pursuant to RCW 28A.58,310 and keeping within budget limiations, overnight
travel out of the district will be approved insofar as the Board of
Directors perceives such travel as being of sufficient benefit to the
district. Travel within the district necessary to carry out daily
activities will not require Board approval.
Employees are expected to exercise prudent judgment in incurring travel
expenses on official district business, Excessive or unnecessary expenses
shall not be approved nor reimbursed,
The number of employees attending a particular meeting shall be at the
minimum necessary consistent with the benefit to be derived from
their attendance.

PROCEDURES
1.0

Authorization
1.1 Travel within the District.
Employees whose regular duties require traveling from one
location to another within the district will use district vehicles
whenever possible. Where private vehicles must be used, mileage
will be allowed in keeping with negotiated agreements.
1.2

Travel out of District up to sixty (60) miles.
Travel no further than sixty miles beyond an employee's regular
duty station shall require prior approval by the employee's
immediate supervisor.

1.3

In-state travel beyond a sixty (60) mile radius.
All in-state travel beyond sixty miles is subject to approval
by the Superintendent.

1.4

Travel out-of-state.
All staff out-of-state and/or overnight travel must be submitted
via the Superintendent to the Board of Directors for their
approval.

2.0

Reimbursement of Travel Expenditures.
2.1

Travel between home and school is not reimburseable.

2.2

An employee's itinerary shall be planned to eliminate unnecessary
travel. Whenever it is feasible for two or more employees to
travel on official business in one car,
they should do so.
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2.3

Private car reimbursement shall be according to negotiated
agreements.

2.4

The costs of toll fees, ferry charges, lodging costs and other
charges directly attributable to travel will be reimbursed
at actual cost on presentation of receipts.
As a general rule it is expected that employees will keep
lodging expenses to a minimum by:
a.

Arranging for accommodations in commercial facilities
which have a reputation for cleanliness and comfort
at the most reasonable cost.

b.

Sharing a room with another employee of the same sex.

c.

Leaving home for a meeting as early as 6:00 a.m,, or
from a meeting to arrive at home as late as 11:00 p.m.

2.5

Reimbursement for meals shall be allowed only where the number
of travel hours before and/or after the employee's regularly
scheduled working hours of any one day total three or more.
However, reimbursement for the actual cost of luncheon or
dinner meals may be claimed, without regard to the travel
hours, when meals are scheduled as an integral part of an
official convention/seminar sponsored meeting. Evidence of
the costs incurred, e.g., registration form, meal ticket
stub, etc., must be included as support when applying for
reimbursement. All other meals will be reimbursed up to
$12 per day, assuming three meals per day.

2.6

Expenditures for gratuities, gifts, cleaning, guests and
items of a personal nature are not reimbursable,

2.7

Registration fees, workshop costs, etc., will be reimbursed
in full as approved prior to departure and upon submittal
of receipts.
Adopted:

P 161

11/9/77

Revolving Fund

A revolving fund for the school district shall be established at $700,
Revised 11/9/77

115
P 161,1

Advance Travel Fund

An Advance Travel Fund for the school district shall be established
at $300.
Adopted:

P 1030

11/9/77

Task of the Board

As an agency of the State with powers delegated to it by the legislature,
the School Board is charged with the immediate control of the common
schools in the Tahoma School District.
It is responsible for carrying
out certain mandatory laws while considering for acceptance, modification
or rejection the provisions of those laws which are permissive.
In all cases not covered by State laws, the Board shall act as the
agent for establishing and appraising educational activities of the
District.
In doing so, it shall attempt to be responsive to the
desires of a majority of the citizens of the District and to provide
what it believes to be the best possible educational program for
those who attend the District's schools.
Replaces P 30
Adopted:
2/22/78

)
P 1040

District Policy Development

It is the responsibility of the Board to determine all matters of general
policy used in the operation of the Tahoma School District. These policies
shall be framed and interpreted in terms of Washington State Laws, rules
and regulations of the State Board of Education and the State Superintendent
of Public Instruction, and all other regulatory agencies within our local,
county, state and federal levels of government.
If there is a question about a policy's conformity to law, the Board is
empowered to seek the counsel of the prosecuting attorney's office.
Changes in needs, conditions, purposes and objectives may require deletions,
additions and revisions to the policies of the Tahoma School District.
Until such changes are formally adopted, only those written statements
currently adopted by the Board and recorded in the minutes of the Board's
meetings shall be regarded as official policy.
Adopted:

3/8/78
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District Policy Formulation

The Superintendent as Secretary of the Board shall be responsible for
maintaining the District's policy manual and for drafting proposed
policies as directed by the Board,
Proposals for new policies or changes in existing policies may be
initiated by any Board member, the Superintendent, or other
employees of the Board, citizens residing in the District, and
students enrolled in the District's schools.
With the exception of Board members and the Superintendent, all
proposed policies, whether new or revised, shall be submitted in
writing to the Superintendent for referral to the Board.
Before adopting any policy, the Board will ensure that each policy
meets the following criteria:
1.

The policy serves a desirable goal.

2.

There is a strong probability that the policy will be
effective in achieving that goal.

3.

The policy is lawful and, at the same time, does not
conflict with other District policies.

4.

The policy is cost effective.

As appropriate, administrative procedures to implement proposed and/or
approved policies shall be drafted by the Superintendent and/or his
administrative staff for consideration by the Board.
Adopted:

3/8/78
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P 1042

District Policy Adoption

If an existing policy is to be revised or deleted or a new policy is to
be adopted by the Board of Directors, the following procedure shall be
followed:
1.

Notice of the intent to revise, delete or adopt policy
shall be published by the Superintendent in the agenda of
a forthcoming Board meeting.

2.

Proposed policies shall be included in the Board packet.

3.

Proposed action shall be discussed under new business at the
Board meeting,

4.

Official action may be taken under old business at a subsequent
Board meeting.

5.

Policies and amendments adopted by the Board shall be attached
to and made a part of the minutes of the meeting at which they
are adopted. They shall also be appropriately designated and
inserted as part of the policy manual of the District.

6.

Copies of the policies and amendments adopted by the Board
shall be promptly distributed to all official holders of the
District Policy Manual.

7.

Policies and amendments shall be effective immediately upon
adoption. As necessary, a later, specific date may be set for
the initiation of policy so that actions currently underway
may be completed or amended to comply with the new policy.

EMERGENCY PROCEDURE
On matters of unusual urgency, the Board by unanimous vote may waive
the two-meeting limitation as outlined in this procedure and immediately
adopt or revise existing policies. When this is done, the Superintendent
shall, upon request, or as he deems necessary, inform concerned groups
or individuals about the reasons for the Board's action.
Replaces P 103
Adopted;
2/22/78
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P 1043

Suspension of Policies

Upon declaration of an emergency by the Superintendent, the implementation
of all or any section of any policy adopted by the Board, unless prohibited
by law or contract, may be temporarily suspended by a majority vote of the
Board members at a regular or special meeting,
Adopted;

P 1051

3/8/78

Agendas for Meetings

Agendas and supplementary material(s) shall be prepared by the
Superintendent and the Board's President and be sent to all members of
the Board, administrative staff and principals one (1) weekend before
each scheduled regular or special meeting. Members of the public may
pick up agendas at each meeting of the Board or at the Superintendent's
office.
Items for the agenda shall be received in the Superintendent's office
no later than the Wednesday before a Board meeting.
Items not listed
on the agenda shall not be considered for official action at that meeting
unless the Board votes unanimously to consider these.
Adopted:

P 1052

2/22/78

Regular Procedure for Meetings

The agenda for each Board meeting is prepared by the Superintendent
including requested items by the Board, patrons and others. Meetings
are conducted by the Board President in the prescribed order. Changes
in order may be made at the President's discretion. The President
may call upon the Superintendent or other staff members for reports
and information or recognize other individuals in the audience who
wish to comment.
The agenda will be organized as follows:
1. Call to Order
2. Pledge of Allegiance
3. Action on Minutes
4. Communications
5. Action on Warrants/Vouchers
6. Superintendent's Report
7. Staff Reports and Announcements
8.
Open Agenda
9.
Review of the Agenda
10. Unfinished Business

11 1
12,
13 ,
14,

New Busine~s
Executive Session
Preparation of the Next
Agenda
Adjournment

Replaces P 1500.9
Adopted:
2/22/78
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Distribution of Copies of Board Minutes

Complete copies of the minutes of each previous meeting of the Board
of Directors along with the agenda and supplementary material (s) for
each following meeting shall be sent to all members of the Board.
Administrative staff and principals shall receive their copies through
District channels. All other parties desiring copies of Board minutes
shall call or visit the Superintendent's Office for a copy and may
be charged a nominal fee for costs of reproduction and mailing.
Adopted:

P 1060

2/22/78

Public Participation

The public is encouraged to attend meetings of the Board of Directors
and to listen to and observe its deliberations.
Individuals or groups
wishing to be heard should place their requests with the Superintendent
on the Wednesday prior to the Board meeting. The individual or group
will be given time to present material when the order of business comes
to the item on the agenda.
Not more than ten minutes may be allotted
to each speaker and no more than twenty minutes to the subject under
discussion except with unanimous consent of the Board.

)

Visitors are free to comment on items listed on the agenda at the
discretion of the President. Questions or comments should be directed
to the Board as a whole. When recognized by the President, those wishing
to comment should stand, state their name, whether they are a resident
in the Tahoma School District and the topic they wish to speak to.
It is not permissible to orally present or discuss complaints on individual
employees of the school district at any meetings of the Board of Directors.
Such charges or complaints shall be presented to the Board in writing
and shall be signed by the person or persons making the charge or complaint.
Executive sessions may be granted for the hearing of charges against
individuals whether students or employees.
Those with questions or complaints concerning instructional practices
or instructional materials should write the Superintendent. He will
advise them of the proper procedures for lodging such complaints.
Exceptions to the procedures for appearance can be made by the President.
Before the meeting or at a break, interested citizens may submit a
request to him to be allowed to address the Board on a given subject.
No member of the public, as a condition of attendance at a meeting of
the Board, shall be required to register his/her name and other information, to complete a questionnaire or otherwise fulfill any condition
precedent to his/her attendance,
References:

RCW 28A.87.060; RCW 42.30.010; RCW 42.30,040; RCW 42,30.050
Adopted:
3/8/78
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Visits to Schools by Parents and Other
Members of the Public

Parents and other members of the public are welcome to visit all schools
and classes in order to observe their children and teachers.
In order
to encourage such visits yet ensure that any disruption of the educational
program is kept to a minimum, the following conditions shall govern school
visits i
1.

All visitors to a school or classroom shall obtain the
permission of the principal or his designee.

2.

Permission may be withheld if in the principal's judgment
the visit might adversely affect an ongoing event, e.g.,
testing, or the conduct of the class. Such denial must be
explained by the principal to the visitor and, if feasible,
another time for the visit arranged.
If the visitor believes permission has been unfairly
denited, the visitor may request a meeting with the
superintendent. The superintendent shall promptly
meet with the visitor, investigate the reason for
withholding permission, and make a decision.
If
the visitor still feels unjustly treated, the visitor
may complain in writing to the Board.

Legal References:

P 4050

WAC 180-17-165(1)

(k)

Certificated Staff Retraining

In order to comply with changing educational requirements and student
needs, certificated staff may be assigned responsibilities and duties
other than those for which they were originally hired and/or are currently
performing. Such reassignments shall be made by the Superintendent.
Subject to available funds and the Superintendent's determination that
some limited retraining is necessary, the Tahoma School District may assist
staff selected for reassignment by paying a reasonable share of the costs
for transportation, room and board, and tuition.
Reassignments for reasons of probation or promotion are excluded from
this policy.
Adopted;

8/9/78
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P 5118

Non-Resident Student Tuition

Non-resident students may be allowed to attend schools in the Tahoma
School District provided that:
1.

space is available in the school in which the student
desired to be enrolled;

2.

administrative procedures are followed; and

3.

either students, their parents and/or guardians pay the
approved added Gosts to the District caused by the student's
attendance. Such tuition costs may be waived by the
Superintendent or his designee.
Adopted;

)

4/12/78
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TAHOMA SCHOOL DISTRICT NO, 409
Maple Valley, Washington
April 14, 1978

ADMINISTRATIVE PROCEDURES

for P 5118

I.

II.

Non~Resident Student Enrollment

Requirements and Responsibilities:
1.

Parent(s) and/or guardian(a) of a non~resident student
seeking to enroll that student in the District's schools
shall petition the superintendent for approval.

2.

Parent(s), guardian(s) and/or students applying for
enrollment must present a written waiver of attendance
from the school district in which they reside.

3.

Parent(s), guardian(s) and/or students must assume full
responsibility for adequate transportation and supervision
to and from school.

4.

All tuition costs must be prepaid.

Tuition Costs:
1.

The tuition costs will be established annually by the Board.

2.

Exemptions: No costs will be charged non-resident
students who:
a.

Have completed the 11th grade in a Tahoma School
as a resident student.

b.

Wish to remain in a Tahoma school to complete the
year in those cases where the family has moved out
of the District during the semester.

c.

Will become residents of the Tahoma School District
within five (5) months from the date of their petition.

d.

Has a parent and/or guardian who is an employee of
the Tahoma School District.

e.

Has his tuition waived by the Superintendent or
his designee,
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f.

III.

P 6062

Have school adjustment problems where their home
district will accept similar students from Tahoma,

3.

Collection of Tuition Costs: Payment of tuition fees may
be made either at the district's central office or the
school in which the student is to be enrolled.

4.

Costs Refunds,
a.

Tuition fees are not refundable if a non-resident student
is suspended or expelled except in cases where a student
is suspended or expelled during the first semester and
tuition has been paid in advance for the full year.
In
such cases, the full second semester tuition is refunded.

b.

Non-resident students who withdraw from school for any
reason other than serious and prolonged illness or physical
disability will forfeit any and all tuition fees paid in
advance,

c.

Non-resident students who withdraw because of illness or
injury, the extent of which precludes further attendance,
may apply to the business office for the refunding of the
unused portion of pre-paid tuition fees on a pro-rated
basis as calculated by the business office personnel.

Conditions
1.

Non-resident students must be acceptable to the building
principal.

2.

Non-resident students will not normally be allowed to
participate in varsity athletics during the first year
of enrollment in the District.

Copyright Compliance

The 1976 Federal Copyright Law, Pl 94-553 1 makes it illegal to duplicate
copyright materials without the authorization of the holder of the
copyright, unless the copying and/or use of such audio, visual or
printed materials conforms to the "fair use" doctrine, To assure
compliance with the law and to protect staff members and the Tahoma
School District against legal redress for alleged violations of the
copyright law, persons making reproductions and/or use of copied
materials must make sure that the action is within the law.
Unauthorized reproduction and/or use of copyright materials is illegal
and unethical. Violation of the copyright law may result in criminal
or civil suits, and/or suspension or dismissal from employment.
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T.AHOMA JUNIOR HIGH SOiOOL
Aa-IIEVE--1ENT REPOJIT FORM
student

Grade_ _ _ _ _ __

Sllbject

---------------

--------------

. ·--

Dear Parents:

This report is to inform yau of· the iµ-ogress being made by your student,
read, siqn and return this form.

PJ.aase

ltny incomplete work should be turned in

within____________of the. receipt of this notice.

.

If you have any

. : 1·.os t i ons t please contact me at the junior high, 432-4442.

A B

Present Grade:

C D Fail

. Test.s....Miss!3d: . . : = : . - - - - - - - - - - - - - - - - - - - - - - - - - - - - -- - - - - -

llssignmonts MissLlg:__________________________________

------------------------------------------------ ---- . -·
..

Comments:

- - ----·comp,l etes

assigruacnts on .time .

_ _ _Is a pleasure to have in class.
Is courteous to others.

homework.
----Does not bring
mate.rials_ to. . class.~.
Fails._to do.

----

- - - -Is

---

_ _ _Does outstanding work.

___Is conscientious and . hardworking.

disruptive in class.

Does not work up to ability.
----Assi.g:nmenta
.are-,not compJ.ated on·· time..... - _.. ·· .-----

----Is

discourteous.

----Docs not use
----.Absences are
Parent's signature

Date

Te acher' s .signature

class time wisely.
affecting work.

Date

TAHOMA JllNIOR HICH SCHOOL
DISTRIC1' #409, KING COUNTY
MAP LE VALLEY, WASHINGTON
FIELD TRIP PARENTAL INFORMATION
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nate
Dear Parents:
The class of which your student is a member is planning a field trip

to
-----cp~,-acc~)- - · - - - -as a part of regular class work.

(phone mmu5er)
We wiJ J. 1 eave from

(place)
about

--·- on- · · - - - , : : , _ l ltate J

----(time)

at the sd1ool at approximately--------.

and will be back

f1meJ- -

Transportation rcheck one)
Schoo] bus

District

School auto

Parent

Private auto

Student

---------

(teacher)

FIELD TRIP PARFJ~TAL PERMIT

I do hereby give consent to----r--taking a
(student' s- -n ar-ne----). - - - - - -- field trip offered by
of the Tahoma.
--------School District No. 409, and do hereby agree to hold the school district
hannless from any claim for injury (or death) arising from said trip.
Transportation (check one)
School bus
----School auto- - - Private auto

----

Driver (check one)
District
Parent

----

-----

Student

Signature of parent or guardian _____________________
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Fill this out in du~licate:
One for teacher's file and one for principal

Tl\HO!'JI JUtUOR HIC-:F. SCHOOL
CORPOR..1'\L PUNI SHMENT ~ PORT

The f ollowing student r eceived co~ r a l p unishment i n accorc'lance with the provisions 0£ District Policy Pl701.l.

Name of student :
Grade

---------------------------________
_______ __
,___ ...._Date....___...

__.._......_....._

Account of the Incident:

Date:

----------

Witness

------------------Teacher
- ------ -----------Principal
------------------

TAHOMA JUNIOR HIGH SCHOOL
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DETENTION SLIP

Date_____________ _

Dear Parents:
Your student

------------------will be detained
after school for forty minutes on
--------,------------in room

---------because-------------------

Your cooperation will ba appreciated.
Sincerely yours,

{Teacher)

This fonn should be mad~ out in duplicate. One copy to the student
that is to go to the parent and one copy for teacher's file. Instruct
student to have parents sign and return to teacher.

(Stud.ants must provide their own transportation hoMe.)

· ·· · --- ·

S . F. No . 9033

State of Washington
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SUPERINTENDENT OF PUBLIC INSTRUCTION
Olympia

STUDENT ACCIDENT REPORT FORM A
INSTRUCTIONS
Use the STUDENT ACCIDENT REPORT FORM to record in your files each serious student accident coming under the
jurisdiction of the school's authority. This form when completed should be filed in the school district office for future
reference in case litigation may result from the accident at some future date. Minor accidents such as scratches,
bru ises, etc. need not necessarily be recorded.

1. Name ... ·-· ···•-··············································· Home Address ............................................................................................. .
2. School.. ...... ...... ..... .......... ............................... Sex: M

D

F

D

Age .................... Grade ........ ·-···-··········-···········-···

3. Time accident occurred: Hour................ A. M.; ................ P. M.

Date ....... ·-··· ············- ·····-··-···················--·····

4. Place of Accident: School Building D
School Grounds D
Off School Premises and Under School Jurisdiction

5.

Nature of Injury

School Bus

D

D

Part of Body Injured

Dislocation

Abdomen _ __

Eye .. ... _ __

Leg .... . -·--·--·

Amputation .. ···············-···
Asphyxiation .....................

Fracture . . . . - - - - · - · Poisoning . . , _ __ _

Ankle ... ................

Face . . . · - - - · ·

Mouth

Arm , · · - - -

Finger . . . ···-···········

Bruise (Serious) ....................

Puncture .. • . _ _ __
Scalds . .. . ,. ___ __

Back · ·· · - - Chest .. , ................

Foot .... ·······-·······

Nose ·· · · - - Scalp

Hand · · · - - -

Tooth

Ear · ···· - - ~

Head ··· - - -

Wrist

Elbow ··• - - -

Knee····---

Abrasion .. . . _ _ __

Burn (Serious) .....................

Concussion .. - - · - · · - ·
Shock (elec.) .. -------Cut (Serious). . ....................
Sprain . . .... _ _ __
Other (specify) _ _ _ _ _ _ _ _ _ _ _ _ __

.. - - - · --

Other (specify) --·--··-·

6. Degree of lnj ury ...... ............. ........ ··············· ••·················--········-·-.. -· ..... ··· ······· ······································-·········-·······-···
7. Total number of days lost from school.. .... ........... ........................... .. ..... ....... ............................ ........................ ...............

8. Teacher or person in charge when accident occurred (Enter name) .................................. ·-·•····• .. ···-••··••···················· ·
· Was he present at scene of accident: No -·· ........ Yes................ ···································· ·················-··-·-····--·····-··
Title

What was the student doing when injured?······················ ············ ····························-··-································ ···············

9.

Immediate Action Taken
Fi rst•a id treatment..................................................... .............. _..... _ .. ........................ ...... ····-······· ......... ····-·····-·-····-··-·Sent to school nurse ................................................................. ........... ................ ........................................ ...................... .
Sent home ...................................................... ·-··········-····--·····-··-·-·············································· ·· ·····-············- ·- ·······
Sent to physician·· ·······••·········-······-·-·· ··················· ········· .. ·· ··-·-··-·-·· ··•· ·~····································-··-·······•······-··-···- ·

........,, )

Physician's Name ...........................................................·-·····-·····-·····-·····-·····-··········· ················-··-··-···-··-····- ·- ·
Sent to hospital: No ................ Yes ................ Name of hospital.. .. ...................... .................. ........ ............... ....... . .

lover)

CLASSROOM PASS

CLASSROOM PASS
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]1ate

Date

(1)

(1)

(2)

(?)

(_3)

(3)

To

To

T.ime leaving

T.ime leaving

Time received

T~me received

Pass issued by:

Pass issued by:

Teacher:

T.eacner:

Recei:ved by:

~eceived by:

CLASSROOM PASS
Date

CLASSROOM PASS
Date

(l)

(1)

(2)

(2) .

(3)

(3)

To

To

'.Eime leaving

Time leaving

Time received

Time received

Pass issued by:

Pa:ss issued by:

Teacher:

'l'eacher:

~eceived by:

Received by:

- - -----1.u CH--COUNT AND ATTENDANCE
TAHOMA JUNIOR HIGH

LUNCH COUNT AND ATTENDANCT.
TAHOMA JUNIOR HIGH SCHOOL
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TEACHER'--------------

TEACHER'.-- - - - - -- -- - - - -

GnADE- - - - - -DATE- - - - - - -

GRADE._ _ _ _ _ _ __ DATE_ _ __ __

ABSENT :

GROUP - - - - -GROUP 11---ABSEMT:

LUNCH COUNT AND ATTENDANCE
TAHOMA JUN IOf~ HIGH SCHOOL

LUNCH COUNT AND ATTENDANCE
TAHOMA JUNIOH HIGH SCHOOL

TEACHER

TEACHER

- -- - - -DATE------GR.OLP
- - - - GROUP 11

GRADE_________DAT E_ __ _

_ _ _ _GROUP I l _ _ _ __ _

GROUP

----------- --

GKADE

,;BSNET :

GRotJ?- t

ABSENT:

--

----------

-------GR0Uf• I I-----
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TEACHERS DISCIPLINE REPORT

Students Name

--------------- -

Teacher reporting

Grade

Date
Period

- - - --'---- - - - - - - Subject

Student accompany this report

Yes

No

Type of misconduct (brief explanation of behavior)

)
Has this or quite similar behavior occurred before?

------------ -

Have teacher and student discussed this behavior before?
How often? _ __ _ _ _ _ __ _ _ _ Approx, dates
Has the Parent-Teacher Conference .taken place?
Principal's Report:

- - - - - - --

When?
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TAHOMA JUNIOR HIGH SCHOOL
REQUEST TO SEE THE COUNSELOR
STUDENT'S NAME
DATE
Check one:
Urgent _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
At your convenience--~-- - - - Best time for me
(period)
Comments:

)

Dear

I would like to congratulate you on the work you have been doing for
me in

Your effort, both in academics and in citizenship, has made it a
pleasure having you in class.

Sincerely,

Tahoma Junior High School
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EVALUATION

)
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EVALUATION
Evaluation in any profession is an essential indicator to determine
where we are going and when we have arrived, Evaluation in education
in the State of Washington is now required by law and as a result of
this legislation, a special workshop in teacher evaluation was presented
at areas Island. The information contained in this section is a
summarization of notes and materials gathered at the conference; other
material is taken directly from a publication entitled Classroom
Observation and Conference with Teachers by Keith A. Acheson; and,
some material is from our district evaluation document,
The teachmgprofession affirms and accepts its responsibility to
practice education according to the highest standards of competent
and ethical performance. We as ,teachers must demonstrate through
our ·action a commitment to: recognize the worth and dignity of all
students, encourage excellent performance in the classroom, promote
democratic citizenship, raise achievement standards, and build a
profession worthy of t ust which is responsive to public expectation
locally and statewide.··

1

To maintain high standards of professionalism in the before-mentioned
areas requires constant self-evaluation and observer evaluation. Most
of us have theoretical knowledge of appropriate classroom management,
teaching and learning skills which usually exceed operational knowledge.
We generally operate with plans which are appropriate and most of us
are aware of areas of difficulty within the special areas of our responsibility. The role of the supervisor and evaluator is to provide feedback
to help you see things as they are and assist in improving skills.
2
"Only when we are able to do what we intend can we do what we should."
Evaluation is the key whether it be self-evaluation or evaluation provided by an outside source such as students, parents, fellow teachers,
and administrators.
PURPOSES OF EVALUATION
1.

To improve performance in the instructional process.

2.

To promote individual growth.

3.

To achieve organizational goals of the school system,

4.

To emphasize "coaching" not "umpiring".

5.

To emphasize self-improvement as it related to instruction.

GOALS (INDIVIDUAL)
"One doesn't know when he's arrived is he doesn't know where he's going, 113

1 or 9 342,815-342,865
2 and 3
Classroom Observation and Conferences with Teachers by Keith
A. Acheson.
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GOALS (INDIVIDUAL)

(cont.)

In our public schools there is often a lack of organizational goals,
either written or unwritten, at the district level, We have this
handicapp in our district at the present time, however this will be
corrected in the near future, While this places restrictions on
evaluation, it is possible to establish goals in our individual areas
of teaching. Goals should be clear, concise, measurable and attainable,
Goals may be redefined or redirected, but if no goal is· evident, the
evaluation system is of little value,
Goals to be written by our staff:
1.

Must be related to major duties of the position.

2.

Must be challenging, realistic and manageable.

3.

Must be measurable. We usually are aware where there is need for
self-improvement. Our evaluation system is based on self-improvement
through goal setting and becomes a blend of the before-mentioned
basic assumptions.

Your individual goals will to some degree determine the type of objectives
your lesson plans will be based upon. Objectives should include at
least the following:

)

1.

The objective should be perceivable.

2.

The objective should be appropriate for the students you have.

3.

The objective should be achievable.

4.

The objective should facilitate learning.

When you as a staff set your goals and objectives for the year, make
certain they are related to the course of study; that they are clear,
measurable and attainable; and that they will be an ongoing process.
I will use the following information as a guide when visiting the
classroom for observation purposes:
I.

Teaching
A. Preparation
1. objectives
2.
learning experiences
3. content
4.
evaluation of students
B,

What's happening in the classroom
1. atmosphere for learning
2,
instructional methods
3. teaching materials (yariety)
4.
student participation
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GOALS (INDIVIDUAL)

c.

II,

(cont,)

Student evaluation
1,
interpretation
2,
translation into?

Special Strengths
A.

Personal characteristics
in relationship with students and fellow staff members
2.
in respect to personal appearance
3,
bther?

1.

B.

Professional characteristics
1. attitude
2. preparation and growth
3. community relations
4.
teaching skills

TIME LINE
Second workshop day:
a.
b.
c.

d.

Orientation of certificated faculty

law requiring · -observation and evaluation
who will be observing and evaluating
when observations and evaluations will occur
criteria which will be utilized

Opening day of school -- October 15: Preliminary discussion on goals with
all staff members complete.
Opening day of school -- November 29: All new .e mployees will be observed
and evaluated within the first ninety calendar days as prescribed
by RCW 28A.67.065.
Opening day of school -- December 15: Preliminary observation and evaluation
of certificated employees with prior District service to determine
whether any educator whose performance is unsatisfactory should
be recommended for probation.
December 15 -- January 5:
Service report presented to certificated staff
whose services are evaluated as "unsatisfactory." This report
will be reviewed by the staff member and signed, Prior to January
5, an additional written report will be presented to the educator
for his or her review and signature,
The written report shall
set forth all the reasons why the educators performance was
judged unsilisfactory, The report will include the following:

\.

I

1.

Previous direct effort made to assist the educator,

2.

Clear statements of the improvements that must be attained
and constructive recommendations and programs to be followed
by the educator. These must include the institution of an
immediate program to assist the educator judged unsatisfactory.
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TIME LINE (cont.)
January 5 -- February l; Administrator recommends to the Board that the
educator evaluated as "unsatisfactory be placed on probation.
Board action necessary.
February 1 -- May 1: Probation period observation and evaluation of
educator declared "unsatisfactory" on February 1.
May 1:

Service reports due from evaluator for all certificated
employees with prior district service. who are judged
"satisfactory" and the follow-up report fat all certificated
employees who were previously reported as "unsatisfactory" and
who were placed on probation.

May 1:

The Superintendent determines certificated employees whose
contracts should not be renewed for the next teaching year.
The Superintendent will ask the Board of Directors to determine
whether or not there is "probable cause" to non-renew the educator's
contract.

May 5 -- May 15: Certificated employees whose contracts may not be
renewed for the next teaching year must be so notified in
writing no later than May 15 by certified or registered mail
with a return receipt. Within ten days after receiving the
letter of non-renewal, the educator may request a hearing before
the Board of Directors to determine whether or not there is
sufficient cause for non-renewal.
The request must be in
writing, filed with the president or secretary of the Board of
Directors and should specify whether an open or closed hearing
is desired.
In the event there is not a timely request for a
hearing, the Board will proceed to act to non-renew the educator's
contract.
Within ten days of receipt of request for a hearing the Board
and employee appoint nominees who then jointly choose a hearing
officer. The hearing officer holds~ prehearing confe~ence
within five days, and a hearing befcw:e: /the board of the officer,
at the employee's elective, follows within ten more days. Three
days prior to the date fixed for the hearing, the educator should
be notified in writing of the date, time and place of the hearing.
The hearing shall be open or closed as requested by the educator,
but if the educator fails to make such a request, the hearing
officer may determine whether the hearing shall be open or closed.
The hearing officer may reasonably regulate the conduct of the
hearing. The educator may engage such counsel and produce such
witnesses as he or she desires.
Within ten days of the conclusion of the hearing, the board
of directors or the hearing officer shall notify the educator
in writing of it's decision to renew or non~renew the educator's
contract.
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TIME LINE (cont.)
While the foregoing information may cause some anxiety, it must be
construed as intended~~ only as information. I want to emphasize that
evaluation in this building will focus on improvement to instruction
and not dismissal.

)
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TO:

Faculty

FROM:

Don

In keeping with the intent and literal interpretation of the negotiated
contract, I want all of you to know that you will always get a copy of
observations, evaluations, warnings, reprimands and directives. I will
ask you to sign them. This does not mean you agree but rather that you
have seen the information.
My copy will be placed in your personnel file. Your file is open for
inspection at any time and you may place rebuttal information should you
disagree with certain information.

)
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MINIMUM CRITERIA FOR THE EVALUATION OF
CERTIFICATED CLASSROOM TEACHERS

Below are listed the seven teacher evaluative criteria which school
districts will be required to use as a minimum basis for evaluating the
performance of their certificated teachers.
School district personnel may
want to develop additional criteria as a part of their evaluation program.
Under each criterion are listed a number of possible indicators which might
serve as a basis for determining the extent to which the teacher was actually
meeting the criterion.
Indicators listed under each criterion are examples
only, and the specific indicators employed in a district would be determined
through the formal negotiations process.
Criterion l:

INSTRUCTIONAL SKILL, The certificated classroom teacher
demonstrates, in his or her performance, a competent level
of knowledge and skill in designing and conducting an
instructional experience.

Possible Indicators:
The evaluation procedure assesses such teacher abilities and
practices as;
1.1
1.2

)
1.3

1.4
1.5
1.6

1.7

Criterion 2 :

identifying the learning needs of individual pupils;
establishing learning objectives/outcomes consistent
with individual pupil learning needs and with district
learning objectives and goals;
planning and developing a variety of instructional
experiences appropriate to specified learning
objectives/outcomes;
conducting/implementing the instructional plan/experience;
using the principles of learning to facilitate the
learning of objectives;
assessing pupil's learning/achievement of outcomes
and in using the resultant data in the design of
future instructional experiences;
identifying and implementing local school district goals,
objectives, and policies which affect/influence instructional decisions, curricular outcomes, school and
classroom procedures, etc.

CLASSROOM MANAGEMENT. The certificated classroom teacher
demonstrates, in his or her performance, a competent level
of knowledge and skill in organizing the physical and human
elements in the educational setting.

Possible Indicators:
The evaluation procedure assesses such teacher abilities and
practices as;
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2.1

2,2
2.3
2,4

2.5

Criterion 3:

selecting/creating and using curricular/instructional
materials and media appropriate to the pupil(s),
subject matter, and the outcome/objective to be
achieved;
organizing the physical setting so that it contributes
to learning;
identifying and appropriately using instructional resources
available throughout the school district and the community;
organizing individual, small group, or large group
learning experiences as appropriate to the pupil(s),
subject matter, and outcomes desired;
providing a classroom climate conducive to student
learning.

PROFESSIONAL PREPARATION AND SCHOLARSHIP. The certificated
classroom teacher exhibits, in his or her performance,
evidence of having a theoretical background and knowledge
of the principles and methods of teaching, and a commitment
to education as a profession.

Possible Indicators:
The eva:Juation procedure assesses the teacher's demonstrated
knowledge of and ability to:
3;1

)

3.2

3.3
3.4

3.5

3.6

Criterion 4:

use instructional strategies/methods appropriate to the
pupil(s), subject matter(s) taught, and learning outcomes
desired;
relate/use the principles and methods of teaching theory
(learning, motivation, development, personality) as a
basis for the design of learning experiences;
specify educational philosophy underlying one's instructional decisions;
demonstrate commitment to school and professional
activities (attendance at local district and state
meetings, consortium activities, participation on
special committees, etc.);
implement statutes and rules/regulations which have
implications for the professional's practice, subject
matter specialization, school policy;
demonstrate commitment to the profession and its code
of ethics.

EFFORT TOWARD IMPROVEMENT WHEN NEEDED, The certificated
classroom teacher demonstrates an awareness of his or her
limitations and strengths, and demonstrates continued
professional growth.

Possible Indicators,
The evaluation procedure assesses the teacher's commitment
to and participation in;
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4.1

4.2
4,3
4.4

Criterion 5:

inservice and career development activities sponsored by
the district, educational service district, and professional organizations;
continuing education and training initiated and selected
by the individual;
follow-through arid response to recommendations included
in periodic and annual personnel evaluations;
self-assessment/evaluation and identification of
strengths, needs, limitations.

THE HANDLING OF STUDENT DISCIPLINE AND ATTENDANT PROBLEMS.
The certificated classroom teacher demonstrates the ability
to manage the non-instructional, human dynamics in the
educational setting.

Possible Indicators;
The evaluation procedure considers such teacher abilities
and practices as:
5,1
5.2
5.3
5.4

}

5.5

5.6

Criterion 6:

recognizing conditions which may lead to disciplinary
problems;
establishing clear parameters for student "in-classroom"
conduct and make known these expectations;
developing appropriate strategies for preventing disciplinary problems;
responding appopriately to disciplinary problems when
they do occur;
resolving discipline problems in accordance with law,
school board policy, and administrative regulations and
policies;
assisting students toward self-discipline and
acceptable standards of student behavior.

INTEREST IN TEACHING PUPILS. The certificated classroom
teacher demonstrates an understanding of and commitment to
each pupil, taking into account each individual's unique
background and characteristics. The certificated classroom
teacher demonstrates enthusiasm for or enjoyment in working
with pupils.

Possible Indicators:
The evaluation procedure assesses the extent to which the
teacher:
6.1
6.2
6.3

I

I

enjoys the process of working with students;
recognizes characteristics of each student;
uses knowledge of individual student(s) to design learning
experiences and facilitate learning,
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Criterion 7:

KNOWLEDGE OF SUBJECT MATTER. The certificated classroom
teacher demonstrates a depth and breadth of knowledge of
theory and content in general education and subject matter
specialization(s) appropriate to the elementary and/or
secondary level(s).

Possible Indicators;
The evaluation procedure assesses the teacher's knowledge
of the subject(s) he/she is required to teach and will
consider the;
7.1
7.2

7.3

7.4
7.5

Criterion 8:

depth of knowledge in the subject matter area;
extent to which the teacher keeps abreast of new
developments, ideas, and events in the subject
matter area(s);
enthusiasm and interest of the teacher in the subject(s)
taught as reflected in the teacher's continuing
professional development;
relationship between one's subject matter field and
other disciplines/subjects;
breadth of knowledge in general education/liberal
arts or pursuit of such knowledge.

OTHER TEACHER RESPONSIBILITIES: The certificated classroom
teacher demonstrates an awareness of and fulfills non-teaching
expectations as defined by the contract.

Possibile Indicators:
8.1
8.2
8.3

8.4

participates in and attends required faculty
meetings, department/grade level meetings, etc;
carries out assigned tasks when duties are
established;
demonstrates responsibility for student discipline
outside of his/her classroom as provided for within
building guidelines;
listens to and respects the concerns of parents
and members of the community when appropriate.
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MINIMUM CRITERIA FOR THE EVALUATION OF
CERTIFICATED SUPPORT PERSONNEL

Below are listed the five evaluative criteria which school districts will
be required to use as a minimum basis for evaluating the performance of
the certificated support personnel serving in their districts.
It is
anticipated that school district personnel may want to develop additional
criteria for use in evaluating support personnel.
Under each criterion are listed a number of indicators which may serve
as a basis for determining the extent to which the support person is
actually meeting the criterion.
Indicators listed under each criterion
are examples only, and the specific indicators actually employed in a
district would be determined through the formal negotiations process.
Criterion 1:

Possible
Indicators:

)

Criterion 2:

Possible
Indicators:

KNOWLEDGE AND SCHOLARSHIP IN SPECIAL FIELD. Each certificated
support person demonstrates a depth and breadth of knowledge
of theory and content in the special field.
He/she demonstrates an understanding of and knowledge about common school
education and the educational milieu grades K-12, and demonstrates the ability to integrate the area of specialty into
the total school milieu,

The evaluation procedure assesses the support person's
competency to:
1.1 provide a theoretical rationale for the use of various
procedures;
1.2 demonstrate understanding of the basic principles of
human growth and development;
1.3 demonstrate awareness of personal and professional
limitations and have the ability and knowledge to make
appropriate referrals;
1.4 relate and apply knowledges, research findings and
theory deriving from the individual's specific discipline to the development of a program of services.
SPECIALIZED SKILLS. Each certificated support person
demonstrates in his/her performance a competent level of
skill and knowledge in designing and conducting specialized
programs of prevention, instruction, remediation and
evaluation.

The evaluation procedure assesses the support person's
competency to:
2.1 design and conduct a program providing specific and
unique services within the individual's specific
discipline;
2,2 demonstrate ability to synthesize and integrate testing
and non-testing data concerning the student:
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2.21
2,22

2.3
2.4

2.5

Criterion 3:

Possible
Indicators:

MANAGEMENT OF SPECIAL AND TECHNICAL ENVIRONMENT. Each
certificated support person demonstrates an acceptable
level of performance in managing and organizing the special
materials, equipment and environment essential to the
specialized programs.

The evaluation procedure assesses the support person's
competency to:
3,1
3.2

)
3.3
3.4

Criterion 4:

Possible
Indicators:

to help students integrate and assimilate data;
to help others involved with the student interpret
and use data appropriately and accurately;
2,23 to help other specialists by providing case
study materials;
administer assessment procedures or to organize and
prepare those who will administer assessment procedures;
demonstrate ability to assist teachers and administrators integrate specialized information into the
regular curricular program;
develop goals and objectives consistent with districtlevel goals and objectives which will facilitate the
implementation of programs and services.

select or recommend testing and non-testing devices,
materials, equipment appropriate to student needs;
demonstrate the use and an understanding of the limitations and restrictions of devices, materials, and
procedures, etc.;
use comparative and interpretive data;
create an environment which provides privacy and
protects student and family information, as mandated
by codes of ethics, federal and state regulations, and
local school district policies.

THE SUPPORT PERSON AS A PROFESSIONAL, Each certificated
support person demonstrates awareness of his/her limitations and strengths and demonstrates continued professional
growth.

The evaluation procedure assesses the support person's
competency to:
4.1 demonstrate awareness of the law as it relates to
area of specialization;
4.2 demonstrate awareness of responsibilities to students,
parents, and other educational personnel as defined
by the professional code of ethics supported by the
support person's competence areai
4.3 demonstrate commitment to school and professional
activities (attendance at local district and state
meetings, consortium activities, participation on
special committees, etc,);
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4.4

Criterion 5:

Possible
Indicators:

INVOLVEMENT IN ASSISTING PUPILS, PARENTS, AND EDUCATIONAL
PERSONNEL, Each certificated support person demonstrates
an acceptable level of performance in offering specialized
assistance in identifying those needing specialized
programs,

The evaluation procedure assesses the support person's
commitment to, and competence in, offering specialized
assistance to:
5.1

5.2

5.3

)

demonstrate commitment to the concept of careerlong professional growth by participation in workshops
and seminars or graduate study,

consult with other staff, school personnel, and
parents, concerning the development, coordination,
and/or extension of services to those needing
specialized programs;
plan and develop support program to serve the
preventive and developmental needs of the school
population and the special needs for some students;
interpret characteristics and needs of students to
parents, staff, and community, in group and individual
settings via oral and written communications.
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SELF-EVALUATION

)
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SELF-EVALUATION GUIDE

SELF-EVALUATION GUIDE
Self-evaluation begins with a statement of professional beliefs. All
staff should be capable of writing a formal philosophy of teaching,
for each professional must set his own standard for excellence in his
profession. The personal statements should then be developed into
specific behavioral statements which can be measured.
For self-evaluation purposes, complete the following open-ended statements in sentence form and expand each into a paragraph:
1.

Teaching is

2.

Leanriigg is - - - - - - - - - - - - -

3.

Students are

4.

Approaches to instruction should-

5.

Teachers are

- - - - - - - - - -

- - - -

This is strictly a personal checklist,
It is intended to be used for
personal evaluation and as a practical basis for strengthening points
which the individual selects as needing improvement.
I.

Teaching is- - - an interaction of ideas with people. Teacher
knowledge is not enough. Teacher talk is not enough. Teaching
is personal involvement and is a dialogue, not a monologue.
a.

II,

Do I make it a practice to involve students in all
aspects of their learning?

_____ b.

Do I have the patience and do I take the time to
answer student questions and reward student involvement?

_ _ __ _ c.

Do I truly listen to others while teaching?

_____ d.

Do I provide opportunities for students to be different
or disagree?

_ __ _ _ e .

Do I have class periods full of opportunities for
thinking and doing?

Learning is- - - an individual matter, You can't rush it, force it,
or mass produce it.
I agree with Alfred Whitehead's statement that
one's education consists of all that is left over after the facts
have been forgotten.
Students must be active; must relate course
content to previous experiences; and must manipulate content in
their own way.
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SELF-EVALUATION (cont.)

III.

_ _ _ a.

Do I provide opportunities for students to study areas
of their own interests within the confines of the course?

_ _ _ b.

Do I over rely upon machines or programs as substitutes
for good human relationships?

---

c.

Do I remember at all times that each student in class is
an individual with interests, abilities and needs?

_ __

d.

Do I evaluate students on knowledge of concepts and
generalizations as opposed to minute details?

e.

Do I assist students in the process of assimulating
information in relation to their past experiences and
knowledge?

f.

Do I attempt to individualize some of the learning
experiences of students?

Students are- - - unique human beings with their own individual
needs, interests and abilities.
a.

)

___ b .

Do I provide successful experiences in class for all
students?

_ _ _ c.

Do I find a challenge in seeing measurable gains in all
students?

_ _ _ d.

Do I set appropriately high goals and have reasonable
expectation for all students?

e.
IV.

Do I pre-judge, classify, or stereotype students, or do I
respect each as a worthy individual?

Do I dislike certain students?

why?

Approaches to instruction should - - ~ be varied and professionally
organized. Research shows that there is not one best method of
instruction.
_ _ _ a.

Do I vary daily methods of instruction or do I overly
utilize routine approaches?

_ _ _ b.

Do I fully utilize all available reading materials, films,
records and machines in the teaching process?

--- c.

Do I tap available human resources in the community for
guest speakers?

---

d.

Do I regard life outside the school as a learning laboratory
and do I capitalize upon student experiences and excursions?
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SELF-EVALUATION (cont,)
e.

Do I try something instructionally new each year?

f

Do I exhibit professionalism; i,e,, knowledge and
organization of content, methodology and presentation
skills, knowledge or the psychology of youngsters?

Teachers are - - ~ effective because of what they are, just as much
as they are effective because of what they know.

V.

1

---

a.

Do I truly like and appreciate young persons?

---

b.

Do I possess a real empathy or feeling for others?

---

c.

Do I represent an authentic person (really myself) or
am I playing with roles, masks and status symbols?

---

d.

Do I conduct my professional tasks with enthusiasm?

---

e.

Do students and fellow faculty members find me an
interesting person to be around?l

school and Community, February, 1970
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SELF-EVALUATION (cont.)
TEACHER-IMAGE QUESTIONNAIRE
Do not begin until you are told to do
so by the person in charge.

(l=poor, 2=fair, 3=avg., 4=good,
5=excellent)

WHAT IS YOUR OPINION CONCERNING THIS TEACHER'S;
1,

2.

3.

4.

5.

6.

7.

8.

9.

10.

11.

KNOWLEDGE OF SUBJECT;
(Does he have a thorough knowledge and
understanding of his teaching field?)
l

2

3

4

5

(Are ideas presented at a level
CLARITY OF PRESENTATION;
which you can understand?)

l

2

3

4

5

FAIRNESS:
(Is he fair and impartial in his treatment of
all students in the class?)

l

2

3

4

5

CONTROL:
(Is the classroom orderly but also relaxed and
friendly?)

l

2

3

4

5

ATTITUDE TOWARD STUDENTS:
likes you?)

l

2

3

4

5

l

2

3

4

5

ENTHUSIASM:
(Does he show interest in and enthusiasm for
the subject? Does he appear to enjoy teaching this subject?) l

2

3

4

5

ATTITUDE TOWARD STUDENT IDEAS:
(Does this teacher have
respect for the things you have to say in class?)

l

2

3

4

5

ENCOURAGEMENT OF STUDENT PARTICIPATION:
(Does this teacher
encourage you to raise questions and express ideas in
class?)

l

2

3

4

5

SENSE OF HUMOR:
(Does he share amusing experiences and
laugh at his own mistakes?)

l

2

3

4

5

ASSIGNMENTS:
(Are assignments sufficiently challenging
without being unreasonably long?)

l

2

3

4

5

(Do you feel that this teacher

SUCCESS IN STIMULATING INTEREST:
and challenging?)

(Is this class interesting

12.

APPEARANCE:

(Are his grooming and dress in good taste?)

l

2

3

4

5

13.

(Is this teacher able to see things from your
OPENNESS:
point of view?)

l

2

3

4

5

(Does this teacher become angry when little
SELF-CONTROL;
problems arise in the classroom?)

l

2

3

4

5

(Is he patient, understanding,
CONSIDERATION OF OTHERS:
considerate, and courteous?)

l

2

3

4

5

EFFECTIVENESS;
(What is your overall evaluation of your
teacher's effectiveness?)

l

2

3

4

5

14,
15.
16.
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SELF-EVALUATION GUIDE (cont.)
TEACHER-IMAGE QUESTIONNAIRE
If you wish, please list one or more weaknesses of your teacher;

If you wish, please list one or more strengths of your teacher:
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SELF-EVALUATION GUIDE (cont.)
COUNSELOR IMAGE QUESTIONNAIRE

Please answer the following questions honestly and frankly, Do not give
your name. To encourage you to be frank, your counselor is absent from
the room while these questions are being answered,
The person in charge will collect all reports and seal them in an
envelope.
After completing the report, please sit quietly until all students have
completed their reports. There should be no talking.
Circle your answers to questions 1-15.
16 and 17.

Code:

Write your answers to questions

!=rarely, 2=seldom, 3=sometimes, 4=usually, 5=almost always

WHAT IS YOUR OPINION CONCERNING YOUR COUNSELOR'S
1.

2.

3.

4.

5.

6.

7.

8.

9.

HELPFULNESS:
(When you see the counselor, is she/he
able to give you the help you need?)

1

2

3

4

5

OPENNESS:
of view?)

l

2

3

4

5

SKILL:
(Is your counselor able to help you make
decisions about important problems?)

l

2

3

4

5

CONCERN:
(Does your counselor have concern for you
and your problems?)

l

2

3

4

5

AVAILABILITY:
need to?)

l

2

3

4

5

CONFIDENTIALITY:
(Does she/he keep what you tell to
herself/himself and not tell others about it?)

l

2

3

4

5

FAIRNESS:
(Does your counselor have concern for
all of his/her students?)

l

2

3

4

5

ATTITUDE TOWARD JOB:
(Does your counselor show interest
in and enthusiasm for her/his work?)

l

2

3

4

5

FRIENDLINESS:
(Is your counselor friendly to you
wherever you see her/him?)

1

2

3

4

5

(Does she/he see things from your point

(Can you see your counselor when you
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SELF-EVALUATION GUIDE (cont.)
COUNSELOR IMAGE QUESTIONNAIRE (cont.)
10;

11.

12.

13.

14.

15.

CLOSENESS:
with you?)

(Does your counselor act too aloof

1

2

3

4

5

ACCEPTANCEi
(Is your counselor accepting of you
no matter what you say to him/her?

1

2

3

4

5

UNDERSTANDING;
(Does she/he understand you no
matter how you feel?)

1

2

3

4

5

ATTITUDE TOWARD STUDENT:
respect you as a person?)

1

2

3

4

5

TRUSTWORTHINESS:
(Would you go to your counselor
to discuss your very personal problems?)

1

2

3

4

5

COMPETENCE:
(What is your overall opinion of
your counselor's effectiveness?)

1

2

3

4

5

(Does your counselor

l=poor, 2=fair, 3=average, 4=good, 5=excellent
16.

Please list one or more things that you especially like about your
counselor?

17.

Please list one or more suggestions for the improvement of your
counselor:

Educator Feedback Center
Western Michigan University
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MISCELLANEOUS

)

\

_j

"'IS YOUR TEACHING LEGAL UNDER THE COPYRIGHT LAW? (I.Q. TEST:)
Permitted Under
Present Law

1.

2.

3.

4.

5.

6.

7.

8.

9.

Permitted Under
Proposed Law

Is i t legal to make 30 copies of a copyrighted magazine
article for your class?

NO

NO

Is it legal to make multiple copies of a map which appears
in the Sunday Supplement of the New York Times?

NO

YES

Is i t legal to make a recording of a radio program (or the
audio portion of a TV prograrn)at night and play i t to your
class the next day?

YES

NO

Is it legal for a teacher to make a transparency of an
article, or map, or drawing which appears in a book or
magazine and file this for future use next year or the
year :thereafter?

NO

NO

Is it legal for a teacher to play a musical tape recording
in the classroom without obtaining permissions from the
owner?

YES

YES

Is it legal for an individual school to make a videotape
of a television program and replay it on its closed
circuit or dial access system?

YES

Probably
YES

Is i t legal for students to dial up material from the video
bank or central materials center in the building for use
in a student carrel?

YES

House NO
Senate YES

Is i t legal to use copyrighted instructional materials on a
CATV system for school use?

YES

YES

Does "fair use" of a copyrighted work apply to materials
used in computers?

YES

YES

Need More
Information
Law is Vague

f-'
lJl
-..J

Permitted Under
Present Law
10.

11.

12.

13.

14,

15.

16.

17.

18.

Permitted Under
Proposed Law

Need More
Information
Law is Vague

If classroom copying exceeds a legitimate teaching aim such
as filling in information or o-rirrgi11g a subject up-to-date
would this go beyond the proper bounds of ''fair use'' and
be illegal?

YES

YES

Where copying without permission displaces what might
have been a sale, no matter how minor the amount of
money involved, would this be considered an
infringement?

YES

House
Senate

Is it legal to prepare multiple copies of a diagram
of the body's circulatory system when the diagram
is obtained from a copyrighted source?

NO

YES - IF
THE ANSWER IS
SPONTANEOUS

Is i t legal for a school system to transmit a film
that i t owns into an individual classroom by way of
closed circuit television? Without admissions

YES.,. UNLESS
CONTRACT
PROHIBITS

SAME

Is i t legal for an audiovisual supervisor to make a
transparency of a picture or a diagram at the
teacher's request?

NO

NO
NOT SURE

Is i t legal for a teacher to make 30 or more copies of
a workbook exercise for his class?

NO

NO

Is it legal for a school orchestra to tape a performance
for purposes of evaluation or analysis?

NO

YES

Is it legal to use a work which was copyrighted 29 or
more years ago if the copyright has not been renewed?

YES

NO

It is legal for a school library to photocopy one
page out of a copyrighted book at the request of a
student who wants to use this method of taking notes?

NO
YES

f-'

YES

NO

(Jl
O'.)

Permitted Under
Present Law
19.

20.

21.

22.

23.

24.

25.

Permitted Under
Proposed Law

Is it legal for a school library to copy 50 pages from a
book for a student?

NO

NO

Is it legal for a school to put a chapter from a copyrighted
book into a computer in order to make a content analysis
of it?

NO

NO

Is it legal for a teacher to tape a musical program off
the air for use in a school auditorium program?

NO

NO

Is it legal for a school library to make abstracts of
copyrighted books or articles and store them in a
computer for retrieval and use by students?

YES

YES

Is it legal for an individual to borrow a record disc from
a friend and tape it so that he can play the music on his
own tape recorder?

NO

NO

Is it legal for a teacher to borrow a record of
copyrighted music from a school library for
performance before his class?

YES

YES

Is it legal to play a record before the student
body in the school auditorium?

TIS

YES

Need More
Information
Law is Vague

I-'
lJl
\.0
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Department of Social and Health Services
Region 4
SERVICES AVAILABLE TO TRUANTS AND EXPELLED STUDENTS
AS PROVIDED FOR IN HB 371
Overview of HB 371 As It Relates To Truants and Expelled Students
House Bill 371 is a comprehensive revision of Washington State's juvenile court
code.
It was signed into law on July 1, 1977 and became effective July
1, 1978.
One of the clear messages of this legislation is that status offenders
(youths who have not committed a crime) should not be handled in criminal
justice ways.
Specifically HB 371 eliminates juvenile court jurisdiction
over truants. As an alternative to the court's involvement with status
offenders, the child welfare services statute is amended to require the
Department of Social and Health Services (DSHS) to provide crisis intervention services to families in conflict (section 21-22) and the compulsory education law to say that habitual truants are to be informed of
DSHS crisis intervention services (section 52).
The net effect of these changes in the law is that only non-cohersive
methods may be employed to deal with the problem of truancy, The bill
states that school officials may inform an habitual truant and the
parents; and shall inform any expelled student and the parents of the
Department's crisis intervention services. However, a family's
participation is strictly voluntary.
Population to be Serviced by DSHS
The Department will provide crisis intervention services to truant and
expelled youths and their parents who have reached such a point of parentchild conflict that placement out of the home has occurred or is expected
to occur within 30 days. Only youths and their families will be served
who voluntarily refer themselves for service.
Youths with school related problems who do not meet the above criteria
may be referred to County funded Youth Service Bureaus or Juvenile Court
Conference Committees,
Description of Services to be Offered by DSHS
The Department will provide crisis intervention services to maintain the
family unit and thereby avoid the necessity of out-of-home placement of
children.
Services will be provided to personal and family situations
which present a serious threat to the health and stability of the family
and its members. These services are characterized by
1,
2.
3.
4.

24-hour availability
quick response time to intervention
intense intervention
brief, time limited and goal oriented intervention
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5,
6.
7.

provision of services without out~of~home placement of youth when
this is possible.
use of professional staff and
voluntary participation of families

Initial intake and assessment will be provided by DSHS
youth is still residing at home and a need for further
is indicated, the youth and family will be referred to
agency under contract with the Department,
If a youth
out of the home, DSHS staff will provide placement and
as well as the necessary legal action,

staff,
If a
crisis services
a local community
requires placement
crisis services

Location of Services
Contact can best be made by the family calling the DSHS 24-hour crisis
intervention phone number 721-4115. During normal working hours families
will be directed to one of the following six local offices. At night and
on weekends they will be directed to the Centralized Service Unit
located at the Juvenile Court Building.
Bellevue CSO*
15027 Main Street
Bellevue, Washington

)

Rainier CSO
2809 26th Ave. S.
Seattle, Washington

98007

98144

North CSO
907 N.W. Ballard Way
Seattle, Washington 98107
Kent CSO
21851 84th Ave. S.
Kent, Washington 98031
West Seattle CSO
6330 35th s.w.
Seattle, Washington

98126

Capitol Hill CSO
1700 E. Cherry
Seattle, Washington

98122

Centralized Service Unit
1211 E. Alder
Seattle, Washington 98122

*Community Service Office

